 M a t t h e w  S.  M e i n h a r d t
6632 Green River Drive Unit B
Highlands Ranch, CO 80130
Phone:  720.949.6978
E-mail:  mattmeinhardt@hotmail.com
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I have over 10 years experience working in a professional office environment. My strengths include (but are not
limited) to content/information management, document control, document classification, databases, workflow development, vendor management, scanner operation/maintenance and hardware/software configuration.
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CCOMPLISHMENTS


·     Participated in a 6 million page document management project for LexisNexis.
·     Performed quality control for the digital conversion of all Denver Bronco’s flip card and stat sheets.

·  Scanner / OCR technician for the conversion of  hard copy textbooks to digital format in order to be used 
       with JAWS (Job Access With Speech). JAWS enables automatic conversion to Braille format for the blind 
       and visually impaired.

· Performed scanning, indexing, quality control, and processing/uploading of data for clients such as:

 Aerojet                           Colorado Springs Utilities        Health One                              MSS Group       

 Agilent                           Continental Airlines                  Hewlett Packard                      Nestle

 Airborne Express          Cottonwood                              Home Health Care Labs          NREL

 American Finco             Courtesy Ford                          Horan & McConaty                  Pacificare 

 A.S.H.R.A.E                  CU Wardenburg                       IBM                                          Paytech

 Bank One                      Denver Broncos                       JTI                                           Perkin and Elmer

 Buckley King                 EchoStar                                  Kmart                                       Suncor Energy 

 Centura Health              Fisher Controls                        Lafarge                                    United Healthcare  

 Chrysler                         Gaspar Jones                          LexisNexis                               University of Denver

 CO Bank                        Great American Tire                Mid-America Bank                   West Group Publishing
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Abbyy FineReader            Clear Image                        Suncor Livelink          MS Word

Adobe Acrobat                  Documentum                      MS Access                MS Visio

Adobe Photoshop             Expervision                         MS Excel                   Hyland OnBase

ApplicationXtender           Hummingbird                       MS PowerPoint         Paperflow - Digitech

Cachet                              Image Silo                           MS Project                Printmaster

Calera Wordscan              Kodak Capture                    MS SharePoint         Roxio

Canon Creative                 Kofax Ascent Capture         MS SQL                   Scansoft Omnipage Pro 
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          Windows 7, Vista, Windows XP, Windows NT, Windows 2000, 98, 95, 3.1, Unix, DOS
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Bell & Howell Scanners, Mekel Film/Fiche Scanners, BancTec Scanners, Canon Scanners, Arti-Scan, 

Kodak Scanners, Fujitsu Scanners, Minolta MS3000, Magnetic Tape Drives, Zip drives,  Hard Drive 

Replacement, Laser Printer maintenance and CD/DVD authoring.
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· Hardware / Software installation.
· Hardware maintenance and repairs.
· Extensive understanding of bar-coding and database technology.
· Well versed in workflow management.
· Articulate in verbal as well as written communication.
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                                                       Records Management Assistant

· In charge of configuring the directory structure for a large scale data migration to a new document management
             system (Meridio).         
· Independent contractor for two different locations: Pawnee Station (Brush CO) / Valmont Station (Boulder CO).
· Worked with plant managers/staff to ensure that all legacy data as well as day forward data is structured 

          correctly for the migration.   
· User, Group and Access Rights Administration
· Converted excluded file types to an acceptable format.                        
         2007- July 2011       [image: image9.png]



                                   Project Information Specialist                                 Denver, CO

· Document Control for Suncor Energy Firebag 3/4 Sands Project in Calgary AB.

· First point of contact for all incoming submittals from 75+ vendors.

· Coordinate and manage documentation archives for engineering drawings, production 
          specifications and schedules, to ensure proper customer contract requirements are available at all times.

· Schedule check-in/check-out for drawings, specifications, software, technical manuals and other 
         documents and managing REV changes of documents.

· Monitor project status to ensure documentation is submitted according to schedule.

· Review and verify project documents for completeness, format and compliance with documentation
         and REV requirements.

· Manage library containing specialized materials for product design, development
          and manufacturing operations.

· Select, order, catalog and classify volume reference collection for client and professional staff.

· Maintain the entire document database.
· Vendor management.
 June 2005 - 2007           MSMPhotofix.com
· Piloted an online business that was dedicated to fixing and digitally enhancing photographs.

· Services included colorizing black and white photographs, object removal, and ex-spouse removal. 

· Color correction, custom cropping, enlargements, and red-eye fix.
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                           Greenwood Village, CO

                           Conversion Services / Document Control     
· In charge all incoming documents and electronic data.

· Uploading of vendor documents to offsite retrieval host(s).

· Served as subject matter expert on change management process and assists customers with policy    change activities based on company procedures and requirements.
· Proactively identified and mitigated risks to project development and schedule.

· Drove the progress of customer projects and initiatives, ensuring commitments were met.
· Provided assistance to senior management in the planning, implementation, and evaluation

                   of modifications to existing operations, systems, and procedures.
· Oversaw the supervision of personnel, which included work allocation, training,  

problem resolution, performance evaluations and motivating employees to achieve peak

productivity and performance.
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                      Pueblo, CO

                                             Document / Content Manager
· Participated in the conversion of over 5,000,000 images for Countrywide Home Loans document   management system.

· Reported status and critical path aspects of projects, delivering messages that are clear 
                   and concise and tailored to a variety of audiences from individual team members to 
                   executive management.
· Managing 99.995% accuracy rating as well as meeting customer deadlines.
              2000-2002              [image: image14.png]IHS



                                                                        Englewood, CO

                                             Product Manager
·   Managed day-to-day data conversion projects that were done offshore in India, 
        Malaysia, and Mexico.

·   Responsible for proposal authoring as well as pricing development.

·   Consultant on the purchasing of hardware and software.
 1992-2000              Vetri Systems /   [image: image15.jpg]l LASON



                                            Troy, MI

                                Scanning Manager

·  Managed large scale scanning projects.

·  Project design and implementation.

·  Developed workflow strategies to maximize efficiency, performance, and profit margins.
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DUCATION


      2004                    CompTia Certified Document Imaging Architect (CDIA+)       Pueblo, CO

  1986-1992               Wright State University                                                               Dayton, OH

                                   Bachelor of Liberal Arts
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OLUNTEERISM


· Volunteer for the non-profit organization Friends of Red Rocks

· Administrator for the group’s website – www.friendsofredrocks.org
· FoRR Facebook/Twitter moderator
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