Dorjett L. Graham

2348 Hampden Avenue, Saint Paul, Minnesota 55114

Phone: (612) 483-1504 dorjettgraham@yahoo.com
OBJECTIVE

To secure a position in operations within the financial industry that utilizes my current skills, and will help me to grow professionally

EMPLOYMENT

US Bank- St. Paul, MN 








         06/2008-Present

Machine Operator

· Responsible to provide data and statistics on volume and quality measurements on a daily basis

· Consistently meet or exceed all internal goals and deadlines necessary for each shift

·  Accurately verify that all statements and work orders are correct before processing orders

· Prepare and batch statements for external mailings

· Maintain a safe and clean environment following all safety standards and regulations

Kelly Services- Minneapolis. MN 







        11/2001-12/2006 

Data Entry Operator

· Exceptional problem solving skills and ability to work well with others in a diverse workplace 

· Excellent numerical aptitude and attention to detail with invoicing skills 

· Sorted high volumes of mail, alphanumerical filing, maintained confidential files, and copied documents

· Maintained confidential customer billing accounts including debits and credits 

· Thorough knowledge of office procedures and equipment including OPEX and collating machines 

· Proficient in detailed data entry and ten key by touch

Guardian Angels- Minneapolis. MN 







        07/1991-10/1998 Licensed Family Daycare Provider 

· Exercised excellent problem solving, conflict management, and delegation skills 

· Responsible for creating accounting systems, billing, and marketing services 

Designed and provided age appropriate lesson plans for children aged six weeks to thirteen years old

National City Bank- Minneapolis. MN 






                  1990-1991

Marquette National Bank- Minneapolis. MN 





                  1990-1991

Item Processor

· Responsible for ensuring accuracy of all data and balancing credits and debits 

· Encoded large dollar amounts to meet specific deadlines on accounts to allow bank reserve clearing

· Exercised excellent judgment and ability to work independently Proficient skills in data entry and ten key 

Norwest Bank- Minneapolis, MN 







                  1985-1986 

Office Clerk

· Provided friendly, efficient, and high quality customer service 

· Completed various filing, CRT, ten key, and microfilming tasks of checking and savings account applications

· Executed general clerical duties including detailed data entry 

· Answered phones for department and distributed microfiche and company faxes 

EDUCATION

North Hennepin Community College






                                       2007


· Certificate in Word 2003, Excel 2003, Access 2003, Outlook 2003

