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	OBJECTIVE

	
	Seeking a clerical position, which will utilize my current skills and give me the opportunity for professional growth

	

	SKILLS

	
	Customer Service
Scanning  Documents
	Flexible
Computers
	Team Player
Detailed Oriented

	                            Typing 45 WPM                             Telephones                                    Analyzing Information             

	EXPERIENCE

	
	

	
	Denver Housing Authority,
November 2011- February 2013
Housing Program Specialist II

	
	· Responsible for office support and other clerical duties to include: maintaining phones, relaying client queries and processing maintenance requests

	
	· Aids with the preparation of 14-day notices, 3-day demands and collecting rent during the 3- day demand period

	
	· Sorts and preps all client files for document imaging

	
	

	
	Trust Company of America,                                                                 September 2006-April 2011
Imaging/Mail Technician

	
	· Imaged and routed an assortment of investment forms, customer account queries and income processing payments

	
	· Took payment checks and entered them into the system using 10-key by touch
· Sorted , delivered and stored all mail received for Trust Company Of America

	
	· Supported Mailhouse during times of increased volume

	
	

	
	Guaranty Bank and Trust,                                                                           July 2004-July 2005
Document Imaging Specialist

	
	· Scanned and indexed various loan applications, signature cards and corporate resolutions

	
	· Maintained all files housed in file room

	
	· Sorted all mail received for Document Control
· Assisted in Data Entry for banking documents when imaging work load was light



	
	
	
	

	
	
	
	

	EDUCATION
	
	

	
	Principles of Banking-Certificate    
	Center for Financial Training Western States
	Denver, CO


	
	Basic Skills-Job Readiness Program-Certificate

	Colorado Women’s Employment and Education
	Denver, CO

	
	Advanced Computer Training-Certificate
	Colorado Women’s Employment and Education
	Denver, CO


