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Work Experience

             Data Entry and Conversion Support, Kelly Services at IBM                            2010 - 2012
· Use of Oracle applications to generate service contracts, manual invoices, tax adjustments, cash applications and write-offs for Infoprint Solutions Company, based off of Legacy data, spreadsheets and invoices in PDF form.

· Analyze Accounts Receivables reports to prepare client consolidated invoices.

· Maintain and update information sources and databases.

           Technical Analyst, Palm Coast Data/Kable Fulfillment/Neodata                   1994-2009
· Competently maintain and program company specific computer code via industry specific programs including: AS400, JCL, Roscoe and TSO.
· Systematically update client databases to ensure correct output for invoices, renewal notices and labels for publications, including customized formatted output.
· Solid troubleshooting and analytical skills
Client Service Coordinator, Palm Coast Data/Kable Fulfillment/Neodata   1992-1994
· Serve as liaison between client and production teams.

· Coordinate, maintain and input data using Roscoe Programming Facility.

· Analyze fulfillment reports for accuracy.

· Provide various departments with all input and requirements to complete a job.

Records Clerk, Palm Coast Data/Kable Fulfillment/Neodata


 1988-1992
· Prepare statistical and progress reports for supervisors.
· Answer multi-line phones and directed calls.
· Sort and distribute in-coming mail to appropriate departments.
· Order supplies and maintain inventory.
   Addressing Clerk, Palm Coast Data/Kable Fulfillment/Neodata
          1985-1988
· Operate mail metering machines and scales, fax machines, copiers and folder/inserter to perform mail room duties.

· Operate a personal computer in a local area network environment using word processing and e-mail.

· Prepare magazine labels for shipment to plant for processing.
  Customer Service Coordinator, Palm Coast Data/Kable Fulfillment/Neodata    1984-1985
· Enter customer purchase orders daily using Roscoe Programming Facility

· Enter new customer information and maintain customer accounts.

· Confirm orders via fax and email.

Summary of

Qualifications:

· Proficient with Ms-Office including: Word, Excel, Windows Outlook and Explorer.
· Solid experience with Windows XP, Oracle, IBM Lotus Notes and Open Office.
· Programming knowledge including Roscoe Programming Facility and DYL280.
· Strong skills in organization, prioritizing and multi-tasking in completion of tasks.

· Ability to give superior attention to detail while staying flexible and resourceful.

