Judith A. Jackson

4280 East Iowa Ave., # 902

Denver, CO 80222

(303) 871-8295

jstarling57@hotmail.com
Employment History
 






Dates

CO Dept. of Labor & Employment (Appeals) – Denver, CO

10/2011 – 11/2011
 State Government Agency – Temporary Employee
· Filing, Copying, Mailings, Scanning, Data Entry

(Filled in for employee on maternity leave)

Fairfield and Woods, P.C. - Denver, CO.




06/2001 – 09/2011

      Law Firm - Records Manager Assistant

· Filing, Receptionist Relief, Lexis Nexis/Pacer Daily 

     Court List, Off-Site Records Storage, File Creation & Maintenance,

     Pick Up & Distribution, Stand in for Supervisor re New Client Entry

(Position eliminated)

Janus Funds, Denver, CO.






04/1999 – 04/2001

 Mutual Funds Company - Admin Support for the Training Dept.

· Copied/Assembled Training Materials, Data Entry, Reviewed 

      Scantron Tests, Ordered Supplies

(Left due to department-wide RIF)

Liberty Mutual, Honolulu, HI. 





11/1987 – 03/1999

 Insurance Company - Admin Support for the Claims Dept. 

· Filing, Pick Up & Distribution, Phone Message Center, Faxes,
      Mailroom, Off-Site Storage
(Left to support ailing Mother in Colorado)

Education

Kapiolani Community College, Honolulu, HI – 2 years, night school

Roosevelt High School, Honolulu, HI
Miscellaneous

·   Currently volunteering at the Denver Public Library (Central), Sunday 9am – 1pm.
·   Comfortable working alone/with little supervision.  Multi-tasking is second nature.

·   Worked extensively with Windows, Outlook, Word and ProLaw.

·   Accustomed to doing repetitive clerical tasks for long periods, including standing.

·   Worked for 8 years, one-night-a-week on a Suicide & Crisis Hotline in Honolulu.

·   No children, elderly parent, spouse, pets or other work-place distractions.

·   Not a subscriber to social networking sites Facebook or Twitter.

·   Willing to work nights and weekends.

·   Can lift 50 lbs. (with back brace).

·   I do not smoke cigarettes, drink alcohol or take drugs.

