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KARINA  GARCIA 
 
 
6956 Weiman Court  (A)                                                                            Tel: (720) 579-8630 
Commerce City, Colorado  80022                                                 Email: ​gkarina70@gmail.com 
 	 
 
PROFESSIONAL EXPERIENCE: 
 
 
             ​ 12/16 - Current  Xerox 
 
 
Responsibilities: Providing support for all Denver, Colorado Springs, Logmont, Durango, and  North Denver Hospitals. 
 
1) ​Copying​ - (full service copy center). Production duplicating (B/W) and (Color), five hole paper, Glued Pads, and Bindery functions - (GBC/Velo/Wire binding/drill press/cutting machine/folding machine) 
 
2)​NCR​ - 2 part, 3 part, and 4part, padding NCR paper. 
 
3)​Machines Runner ​- B/W Nuvera, Color C-70, Clamco Shrink Wrap. 
 
4) ​Phone Services​ - Answering phone calls, and Excel spreadsheets.	 
Office Services Specialist (St. Anthony Hospital) 
 
 
 
 
 
 
9/14  ​-​  10/16    DTI   ​(Document Technologies Inc.) 
 	 
Office Services Specialist ​ (​Law firm of Bryan Cave​)  
 
Responsibilities: Providing support for (4) office services functions, 100+ Attorneys, and 100+ law-firm staff, stationed on 4 floors. 
 	 
1)​ ​Duplicating (Copying)​ (full service Copy Center). Production duplicating (B&W), Litigation Support - I PRO scanning, high volume printing (blow backs), bates labeling, OCR, color duplicating, oversize duplicating (plotter), and all finishing / bindery functions - (GBC/Velo/Wire binding/drill press/cutting machine/letter-folding machine). 
2)​ ​Mail​ (U.S. / International mail and express packages). Processing incoming / outgoing mail volume (using a computer database, palm pilots, scanners, and a postage meter).  Scheduled mail runs - (pick-up and delivery of all incoming / outgoing mail). Express mail packages (Fed-Ex, UPS, DHL) processing all incoming / outgoing activity. 
  
3)​ ​Messenger services​ (external courier)  - Deadline compliant delivery. 
 
4) ​Fax services​  ​(Outgoing only) 
 
 
10/13 - 9/11/14    LITIGATION  SOLUTIONS  Inc. 
 
Document and Imaging specialist 
 
Responsibilities:  Copying and scanning documents, Preparing bankruptcy mail-outs for law-firms 
 
 
Proficient in Microsoft Office applications: Microsoft Word, and Excel 
 
 
EDUCATION:  ​Adams City High School (HSPD) 
 
  	 
 
 
                                                                ​REFERENCES 
 
 
Personal References - 
 
Law firm of Bryan Cave (DTI)  
 
Contact:  
* ​Stan Caldwell  (DTI Site Manager)​, Phone: (301) 370-9988 (cell),  (303) 866-0683 (office)  
 
 
Litigation Solutions 
 
 Contact:  
* ​Yonathan Sebhat  (Supervisor)​, Phone: (303) 339-2354 
 
 
Xerox  
 
Contact:  
*Steve Cox (Manager), ​Phone: (720) 363-2670 
Employment Verification:  
 
DTI   ​(Document Technologies Inc.) 
 
Phone: ​The Work Number​ - (800) 367-2884. Enter the employer code= 13204.  
On-line: www.theworknumber.com  
 
 
