Jeremy C. Lansing    
1200 S. Patton Ct Denver, CO 80219	(720)257-2493	Lansing.Jeremy@gmail.com
  
Position Desired
    A challenging position in an environment where I can utilize my exceptional; records management, computer, communicative, driving and organizational skills.
  
Professional Skills
Computer Related- BOLO, Excalibur, Word, WordPerfect, DOS, Windows, Internet, FrontPage, Photoshop, Apache, Linux, PowerPoint, Excel, Command Line, 60 wpm, fax machine, printers, copiers, data entry, some program editing and technical support on most of these programs and equipment.
  
Communications- Excellent oral and written communication skills, with the ability to advise, enforce, compose, instruct, assist, listen and diagnose, any questions, inquiries, and problems that customers, staff, and upper management may have.
  
Organizational- Extremely well organized work habits, with ability to be exceedingly detail oriented, in such areas as record keeping, data entry, inventory, employee evaluations, ordering supplies, and customer service.

07/2005 – Current      Records Coordination/ Mailroom Skills-   Inventory management of file both on and off site. Scanning documents and files via large multifunction and small desktop scanners. Quickly able to find, file and store files. Quick document recognition of various types. Indexing and sorting of various document in proper order. Create folders using barcode creation software or manual creation using Tab type tools. Archive management via, Adobe, Bolo, Excalibur and various windows based software. Experience dealing with gathering missing or needed information via outside sources. Creating procedures to train new or temp staffing. Some supervisory experience while training new or temp staff. Mailroom duties such as shipping, receiving, UPS software, and paper refilling in office space.

Work History

02/2012-06/2013       Records/Mailroom Clerk 303-267-0779
           Automotive Titling Co.- Centennial, CO



10/2010-09/2011      Records Coordinator  303-893-5400
           Petrogulf Corp.- Denver, CO
	
          

11/2008-07/2010      Records Coordinator 720-626-8300
            Venoco Inc.- Denver, CO

    

08/2007-09/2008       Records/ File/ Mailroom Clerk 720-929-6000
            Pitney Bowes for Anadarko Petroleum Company. Denver, CO
  
  
07/2005- 07/2007    Records Associate 2   720-241-7420
            Specialized Loan Servicing. LLC, Highlands Ranch, CO
                 
 
Education and Training

George Washington High School Graduate, Denver, CO- 2002

United States Truck Driving School- Class A CDL – Double/Triples, Airbrakes & Tanker- 2011
  
Regulatory Training for SLS
Real Estate Settlement Procedures Act Classes
Gramm- Leach Bliley (Privacy Act) Classes
Fair Debt Collection Classes
Fair Lending (FHA, ECOA, HPA, SCRA) Classes
Fair Credit (Fair Reporting Act & Fair Credit Transactions Act) Classes

Technical Support Specialist for George High School Computer systems


 
  
  
PROFESSIONAL REFERENCES
  
Deb Donner
Lease Manager
Petrogulf Corp
815 17th Street
Denver, CO 80202
832-407-4170
DDonner@petrogulf.com

Gale Evans
Records Manager
Anadarko Petroleum Company
1099 18th Street
Denver, CO 80202
720-929-6000
Gale.Evans@Anadarko.com
  
Mr. Robert “Bobby” Brassfield
Imaging Manager
Specialized Loan Servicing
8742 Lucent Boulevard, Suite 300
Highlands Ranch, Colorado 80129
720-241-7420
robert.brassfield@sls.net
  
Mr. James R. Gavaldon
Records Inventory / Mailroom Manager
Specialized Loan Servicing
8742 Lucent Boulevard, Suite 150
Highlands Ranch, Colorado 80129
303-895-2421
james.gavaldon@sls.net
  
