Damien Q. Moore
4545 Sable St.
[bookmark: _GoBack]Denver, CO 80239
Mobile: (303)525-3588
Email: dqm2008@yahoo.com

OBJECTIVE
To take advantage of the opportunity to assist the public through providing service and fulfilling basic needs and to excel at every task I perform.

WORK HISTORY

9/2008-Present: Horizon Consulting
Contractor for Dept. of HUD-Endorsement Support Technician
· Process case binders for HUD.
· Logged files into FHAC, CHUMS, Tap Track, and Trans Access software.
· Assign case binders to underwriters for further review.
· Enter and submit information via NOR system to lenders.
· Open and sort incoming assignments (mail).
· Archive case binders (Trans Access System) reviewed by lenders.

11/2012-12/2012: UPS (United Parcel Services)
Charger (Seasonal Employee)
· Scanned packaged items.
· Placed items in cages according to color and area (EX: if a package says 7BW you would make sure the package goes to area 7 then place the package on the bottom of a white cage)
· Clear bottom slide from excess boxes and packages and placed them in their proper destinations.

8/2008-8/2008: Advantage Security
Security Officer (Temporary position for DNC event)
· Monitored lobby and garage.
· Made sure all doors were secured throughout the night and unlocked all doors at the time of business hours.
· Recorded all activities and incidents if any occurred during  shift.

1/2008-4/2008: Eagle Claw Fishing Tackle
Order Selector
· Scanned selected items according to item number.
· Placed selected items in boxes matching order number.
· Audited all completed orders to make sure all items matched order number.
· Cleaned work area at the end of work hours.


4/2007-1/2008: Corestaff Services
Temporary employee at Great-West Life and Annuity Services
· Responsible for loading bundles of paper on carts and dollies.
· Dispatched full loads of paper to printing machines.
· Responsible for stuffing envelopes and loading mail trays.
· Responsible for quality checking mail, filing and making copies.
· Responsible for scanning data forms, applications, contracts and logging into company database.
· Responsible for updating customer information into company database.
· Responsible for processing of customer enrollment forms and other duties as assigned.

12/2003-9/2004: US Postal Service
Casual Mail Handler/ Clerk
· Responsible for scanning large mail packages.
· Responsible for dispatching full cages of mail.
· Responsible for loading and unloading empty equipment on/off trucks.
· Responsible for dumping large quantities of mail on induction line by operating a mail dumping machine.
· Assisted mail clerks in pulling full cages of mail to sorting machines.
· Responsible for sorting mail on induction line and other duties as assigned.


 







