SUSAN M MENGES
1620 Diana Dr. ( Loveland, CO, 80537 ( 303-469-3389 ( suem562000@gmail.com

Professional Profile

 A friendly, accomplished, self-motivated business professional. 

Key Skills

· Responsible for Quality Control of all documentation and files prior to them going to the Compliance Department

· Qualified Quality Control Trainer of Employees

· Proven Customer Service Skills

· Verbal/Written Communication
· Conflict Resolution

Education

Associates Applied Science Degree
Alpha Beta Kappa

Dean’s List

GPA 3.98
Westwood College
Denver, CO | June 2002
            Certification

             Medical Billing and Coding

             IBMC

           GPA 4.0
             Longmont, CO | September 2012
Recent Professional Experience

1st National Bank
Fort Collins, CO                       
 Quality Control Technician 
July 2004-December 2011
· I was the Quality Control Technician and Qualified Quality Control Trainer for all issues & problems related to the electronic filing system for all electronic files prior to being submitted to the Compliance Department, as well as delivering excellent customer service to internal and external customers.
Bank Temps 
Denver, CO

Teller.
 November 2003-March 2004 
· Performed cash handling, cash balancing, customer service, responsible for large sums of money on a  daily basis  

Accomplishments include:
· Because of my knowledge & expertise in & with the electronic filing system, I was the Qualified Quality Control Trainer for teaching the electronic filing system & how to use the scanner to fellow employees to insure the proper training for them to be able to perform their job responsibilities.
· Created written procedures for navigation through the electronic filing system & the scanning of the documents into that system.
· Coordinated with three teams to ensure a seamless transition during office reorganization during a merger in the fall of 2008 in Fort Collins, Colorado for a two year period by resolving scanning quality issues, organization of the storing original signed documents. 

· Achieved a high status maintaining Quality Control on all files prior to them going to the Compliance Department.

· Received awards for my outstanding customer service.

· Perfect Attendance Awards from IBMC College

· Star Student Award from IBMC College

Certifications & training

· Medical Coding,  Medical Coding Certificate—pending September 2012
· Quality Control Technician for Electronic Filing System,  Company-taught & honed  through experience
· Qualified Quality Control Trainer,  Company-taught & honed  through experience

