
Kevin Keitelman 
9709 e Jewell Ave, APT 206

Denver, CO 80247

Cellular 602 448-7921

knk_8d@yahoo.com

Experience:
Volt Agency/ URS corporation 
Admistrative
2012 to 2013 
 Filing and data entry
                 
Designed custom spreadsheet programs for internal use as well as for clients
 Assisted with engineering projects
Office Team, Englewood Co
2011 to 2012

Admistrative
Ika Healthcare and Arapahoe House

Admistrative duties

Processed and filed documents

Handled and sorted checks. Helped prioritize work schedules and delegated assignments. Demonstrated ability to apply sound knowledge to diverse applications.

Health Choice, Phoenix AZ
2005 to 2011

Insurance Consultant

In charge of resolving customer complaints.

Checking files and reviewing medical plans. 

Worked with medical providers and other agencies. 

In charge of issuing checks for insurance providers.

Worked with Microsoft word, Outlook, and excel.

In charge of incoming and out coming mail.

Handled incoming calls to the switchboard several hours a day.

Maintain and repair fax and copier machines.

 Bankfirst, chandler AZ
1999 to 2005

 Mailroom clerk
Received and distributed incoming mail and supplies, ship and track packages.

Keep track of inventory, and maintain company awards program using pc database.

Repaired office equipment such as copiers, printers, etc.
Solved problems with technical issues.

In charge of mailroom finances.

In charge of entertainment committee

Fry’s food store Gilbert, AZ 

Stocker                                                                                                                                       1997-1999   
Operated forklifts and bale crushers.

Conducted stock inventory to ensure product 

availability
Education

Highland High school, Gilbert, AZ

Graduated 1999, high school diploma
Mesa Community College, Mesa AZ

Classes in Computer Technology

  Skills

•
Proficient in Windows XP, Microsoft Word, Excel, Outlook
•
Can type 45 wpm

•
Assisted in building and assembling test equipment 

•
Computers and TV repair 

•
Can lift over 75 lbs.

