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-- Vault/File Room --
Qualifications Profile

Highly dependable and productive individual looking to join a large mortgage company in their Vault/File room.
	

	Core Strengths
	



Passionate about excellent customer service
Knowledgeable of office practices, procedures and use of office equipment
Comfortable working with and interacting with a diverse group of people
Solid understanding of information technology and commonly used software
Strong attention for detail and organization
Physically capable and mobile
	

	Professional Experience
	



ARAPAHOE LIBRARY DISTRICT ( Centennial, CO
Patron Services Specialist | 03/2013 ( current
· Assisted patrons in use of library by making library cards, settling issues with library accounts, placing holds on items, providing assistance with usage of public printer/copier/fax machine as well as answering various technology and computer related questions.
· Fixed Jamex coin machines for printer/copier and balanced money in branch cash register.

· Hosted and conducted various programs for a diverse demographic of children, teens and adults.
ARAPAHOE LIBRARY DISTRICT ( Centennial, CO
Materials Handler | 05/2006 ( 03/2013
· Checked in items returned by patrons and shelved them following numerical and/or alphabetical order.
· Emptied incoming courier deliveries and processed them quickly to put on shelf for patrons to pick up. Also distributed any delivered mail to the appropriate staff.
· Searched shelves for items requested by patrons to be put on hold for them.
· Performed collection maintenance by checking accuracy of shelved materials and physical condition of items for possible discarding and weeding.

· Used an Integrated Library System to manage patron accounts and item records and holds.
· Assisted patrons with the use of the library and childhood literacy play area.
· Worked with volunteers in identifying and training them in tasks needing to be done by library.
BEST BUY ( DENVER, CO
In-Store PC Technician | 11/2005(01/2006 (Seasonal)
· Identified problems with customers’ PCs and found solutions for them.
· Sold Geek Squad computer services that fit customers’ particular needs.
· Processed pallets of repaired electronics for customer pick up.

Independent Computer Consultant ( Denver, CO 
                                                                                                    06/2004(11/2005
·  Helped various customers fix hardware and software related problems they had with their computers while also trying to teach them in the process.
	

	Education
	



Bachelor of Science in Computer Science Degree
College America   Denver, CO
1

