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Background Summary
Over 3 years of experience in data entry and processing forms. Notable efficiency and organizational skills, and ability to multi-task projects and priorities effectively. Key strength is ability to execute administrative functions to a detail level while retaining focus on long-term goals and critical objectives. Excellent blend of administrative and people-to-people skills. Able to learn new applications and technologies including contribute to team efforts in completing objectives by deadline. Detail-oriented in completing projects, research missing documents on daily basis, and resourceful in problem resolution. Avid cyclist, completing several trails.
Areas of Expertise Include:
Data Entry ( Processing ( Organizational Skills ( Quality Assurance ( Troubleshooting
Administrative Processes ( Document Management ( Efficiency Improvement ( Computer Hardware/Networking Concepts ( Testing ( Reporting ( Operating Systems


Education 
Bachelor of Science, in Computer Information Systems 

Metropolitan State College of Denver, Denver, CO
Professional Experience

CoverColorado – Glendale, CO                                                                                                2009 - 2014
Non-profit organization providing coverage for individuals with pre-existing health conditions. 
Data Entry Administrative Associate, 2011 – 2014
Design recordkeeping, reporting, and document managing to streamline workflow. Create mailing lists and spreadsheets to improve quality, productivity and efficiency. Accountable for all data entry affairs: scanning and importing electronic documents, processing provider and network letters, and organizing files for offsite storage. Analyze files and research missing documents on daily basis. Implement company policy to meet deadlines. Maintain customer confidence and protects operations by keeping information confidential. Communicate effectively with other departments via Hud Lite and e-mail to ensure quality support and increase team efficiency. Cross-trained in various departments. 

· Captured cost savings for company by accepting additional responsibilities to save money from hiring a new employee. 

Data Entry Administrative Associate, 2009 – 2011
Accountable for confirming the information into the CoCoNet database. Handled sorting, opening, date stamping of mail and faxes. Maintained a supply CoverColorado application and information packet and filing. Assisted all other department with miscellaneous duties as needed. Assisted Executive Director on special assignments.


