Elaine L. Paragon-Bates							
720-939-0289
e_paragon@yahoo.com

Objective

Data entry processor experienced in high data entry while maintaining accuracy and confidentiality.  
  
Qualifications


Data entry
Reconciliation and resolution
Research
Self-auditing
PC/Windows  
Customer service
Team player
Accurate
11184 KPH Alpha Numeric Tested
9766 KPH 10 Key Tested
	 
Computer Software


AS400 
GEMS
PC/Windows 
Yardi
[bookmark: _GoBack]MS Excel, Word, Outlook
Adobe  

Professional Experience

Bowhead Support Group		Data Entry Clerk II			2010-2011
Contracted by Department of Homeland Security

o Responsible for scanning, data entry, identification, and description of legal and court documents
o Noted specific document name, date and description into account

Lincoln Trust Company		Financial Service Processor		1999-2010

o Assets accounts payable/receivable with signature authorization 
o Submitted check request with documents
o Reconciliation of suspense account 
o Audited and updated client accounts and asset values
o Maintained communication flow between internal and external clients

Accomplishments

o Implemented purchase and sale guidelines eliminating errors
O Identified and implemented processes for suspense reconciliation
O Recognized, by clients and vendors, for exceptional customer service.

Education

Metropolitan State College of Denver, B.A., 2008

Previous Industry Experiences

Oil and Gas Executive – Secretary
Property Rental Management – Clerical
New Homes Construction – Accounting
