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CAREER PROFILE:
Client Analyst with 13 years experience in data entry, general administrations, accounting and customer service. Ability to work independently and contribute to teams. Recognized for exhibiting positive attitude with co-workers and customers.  Fluent in American Sign Language. 
QUALIFICATIONS

Data Entry:
· Determine quality of scanned documents
· Prepare documents for scanning
· Type 50 words per minute with minimum errors.  

Team Leader:
· Take initiative to help others get caught up with work. 
· Self-motivated, adapting to new concepts and responsibilities

· Ability to work under pressure to meet deadlines.

· Capable to receive and follow directions from supervisor.

Administrative:

· Self-motivated, adapting to new concepts and responsibilities

· Coordinate daily office functions and process mailings

· Detail oriented with excellent organization skills. 
· Skilled at identifying errors during quality checks.
· Willing and able to learn new tasks.
Customer Service:

· Communicate effectively in written form
· Identify client needs, respond to their requests and recommend enhancements 

Computer:

· Lotus Notes, MS Excel, MS Word, Legacy Systems Expect
· Learn and utilize software quickly and appropriately

· Conduct internet research

EXPERIENCE

Security Life of Denver Reinsurance




Denver, CO 
Client Analyst








1989-2002
Service Source Inc.







Denver, CO


General Clerk








2004-2011
EDUCATION

Texas School for the Deaf                                                            Austin, TX
High School Diploma                                                                                      
