
David J. Schaller
Denver, CO 80123 ( 720-922-2304 ( davschaller@comcast.net
Profile

Organized, efficient records management professional with over 15 years of experience in scanning documents, records storage, and records retrieval
· Proven ability to handle sensitive information with full confidentiality and in keeping with policies and procedures
· Correctly categorizes, scans, labels, inputs, and stores records for ease and efficiency of future retrieval

· Physically loads, transfers, and stores a high volume of records

Professional Experience
Pitney Bowes, Denver,  CO                                                                                                                2012 to 2013

Customer Service Associate








                                                                                    Responds in timely and efficient manner to all requests made by the customer


                                                                 -      Scan high volume of documents into InputAcel Management Software



                                   -     Quality Control of scanned records to look for missed placed documents on a daily basis 

                                                                -     Process all incoming and outgoing mail by the end of the day




              
             -     Keep a daily Log of all packages that come in to the mailroom and deliver them to the customer  
Jefferson County, Golden, CO
1994 to 2011
Customer Service Technician (2008 – 2011)

Efficiently maintain records storage and retrieval for 52 departments with an inventory of 22,000 boxes
· Responds in a timely and customer-friendly manner to requests for records retrievals, returning records for accurate storage

· Performs classification and storage of new records at multiple locations, carefully labeling for ease of future tracking and retrieval

· Scan high volume of documents into Livelink records management software, assigning correct location and labels for records retrieval
· Handles all inter-departmental transfers of records efficiently and accurately

Microfilm Technician (1994 – 2008)

Transfer county and court records into microfilm format for storage and future retrieval

· Quickly respond to customer service inquiries for county records retrieval from departments countywide 
· Organize documents in numerical and chronological order prior to micro-filming to increase efficiency and accuracy of document storage

· Perform record keeping duties for multiple county departments, including scanning minutes of meetings into Livelink software for up to 8-10 tapes per day for Board of County Commissioners 
Denver District Court, Denver, CO
1984 to 1994

Court Clerk

Performed all court clerical support duties for an active court with a full docket, supporting a smooth-functioning courtroom
· Efficiently handled data entry of all court documents into computer system for future reference

· Researched cases on computer and microfilm for the courtroom and court personnel to gather information regarding defendants and status of cases
· Organized court case documents into files in preparation for court proceedings

Education

Bachelor of Science in Education, University of Central Missouri, Warrensburg, MO
Qualifications


Records Management


Digital Scanning


Document Retrieval


Records Storage


Data Entry


Data Classification


Microfilm Experience












