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Objective	
To obtain a data entry position with opportunity for growth and advancement utilizing my data entry skills, speed and accuracy

Skills

Quickbooks 
Microsoft  Office 
Typing 45 wpm
Ten Key by touch
Bank Reconciliations
Data Entry
		
Experience	
Win Temp LLC- Data Entry Operator			October 2008-Sept 2013
· Lenderlive – Index and type mortgage loan application and prepare for loan officer
· Quest Diagnostics – 9 Health Fair – Input personal data from patient’s request form for blood tests
· Great West – Entered data from client’s application to determine eligibility
 	
Robinson Dairy- Pricing Assistant/Data Entry			June 2007-July 2008
· Changed price of dairy products monthly on AS400
· Updated price lists and sent via e-mail new price lists of product change to over 300 customers
· Verify customer and order information for correctness, checking it against previously obtained information as necessary

Temporary Agency- Data Entry Operator			Aug 2005-May 2007
· Keyed and confirmed mileages from truck drivers log book into database to create payroll checks
· Locate and correct data entry errors, or report them to supervisors
· Entered on the average of 200 UB90 forms onto computer for billing process


US Bank- Proof/Lockbox Operator				July 2004-April 2005
· Open, sort and route incoming mail to desired destination
· Encoded checks on an NCR7700 and balanced to deposit slips
· Balanced teller’s daily transactions with zero errors


Education	
Emily Griffith Opportunity School			Denver, CO
G.E.D.							1982
