Kurt Muller

1436 S. Irving Street   Building A, Apt. 223

Denver, CO 80219   (303) 935-9333
KLMuller1@hotmail.com
OBJECTIVE

My career objective is to secure full time employment as a data entry, document scanning or similar clerical profession where I am able to use my abilities to further the success of a local business on a long term basis.
QUALIFICATIONS
Business skills, including business math, alpha-numeric data entry 10,145 key strokes per hour/45 words per minute, 98% accuracy; 10 Key by touch 13,000 key strokes per hour, 100% accuracy.  Proven work record, outstanding attendance, and work performance.

EXPERIENCE
Scan Index Operator:  Service Source





8/2003- 3/2011
Air Reserve Personnel Center/Lowry Campus
6760 East Irvington Place

Denver, Colorado 80280

Document scanning, data entry, database management, and other clerical duties as needed
Data Entry Clerk: Uncover Company   




8/1997- 5/2001
3801 East Florida Avenue Suite 300

Denver, Colorado

Publication proof reading, processing, data entry, and other clerical duties as needed
Payroll File Clerk:  U.S. Bureau of Reclamation 



7/1992- 8/1997
7301 West Mansfield Avenue
Lakewood, Colorado

Document scanning, file sorting/arrangement data entry, and mail sorting/distribution
EDUCATION
Kings Point Country Day School   Great Neck, New York

Graduated June 1972
Adelphi University, Garden City, NY 




Graduate January 1977
Bachelors Degree in Communications 
Emily Griffith Opportunity School, Denver, CO 




9/1991- 6/1994 

Certificate in Data Entry

Bayaud Enterprises, Denver CO 





9/2011-12/2011 

Training in basic usage of Microsoft Office suite
References available upon request
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REFERENCES
DeAnne Maas, M.A., CRC Rehabilitation Counselor I Division of Vocational Rehabilitation
PHN: 303-866-3597 email: deanne.maas@state.co.us
Dave Delay, Rehabilitation Services, Bayaud Industries

PHN: 303-830-6885 email: dave.delay@bayaudenterprises.org
Sue Gilman, Colorado Department of Transportation

PHN: 303-919-6459 email: sue.gilman@bayaudenterprises.org
Ramon Roldan, Service Source Network Supervisor

PHN: 303-676-6465 email: ramon.roldan@arpc.denver.af.mil
Jamie Howard, Laradon Employment Coordinator

PHN: 303-981-1428 email: Jamie.howard@laradon.org
