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SUMMARY

Machine operator with experience in high speed document processors.  Background includes:  general maintenance, customer service, and training new employees in machine operations and maintenance.  Highly reliable with outstanding mechanical skills.

PROFESSIONAL EXPERIENCE

FISERV (formerly Northern Trust), Chicago, IL	1994 to 2011

Senior Sorter Operator  

· Processed multiple workloads of checks within a short timeframe, using a high-speed document processor machine.
· Supervised team of 2-5 employees as back-up supervisor.
· Trained 3-4 employees a year on running daily jobs, basic maintenance and problem solving.
· Maintained basic equipment associated with processing.
· Received an average of 3-4 employee recognition awards for problem solving and quick thinking.
· Acted as an expert resource for all processing questions.

SHAPES MARKETING, Northbrook, IL	1993 to 1994

Data Entry/Clerical

· Performed data entry and clerical duties, including typing, filing and mailing.
· Reconciled check/invoices for business.
· Responded to customer inquiries through phone and responded to all written inquiries.

PHARMOR, Skokie, IL	1991 to 1993

Stock Clerk

· Stocked shelves with merchandised store products.
· Assisted with customer inquiries.
· Cashiered as part of daily duties.
· Developed program to increase warranty sales.  Developed sales and budget analysis spreadsheets to position store as leader in company.
· Streamlined management of over $30 million in inventory, including decreases to our inventory losses.

LAW OFFICES OF HARVEY WALNER, Chicago, IL	1990 to 1991

File/Clerical Clerk

· Filed and maintained all legal files, including, but not limited to fulfillment requests and archiving.
· Filed legal briefs on behalf of lawyers at the Daley and Civic Centers.

EDUCATION

1992 – 1990   Business Career Institute, Chicago, IL
1990      Northeastern University, Chicago, IL


