Takeitha Sims

2325 W. Byers Drive

Denver, Co 80223

Cell: 720-309-5384

Takeithalouise555@yahoo.com
OBJECTIVE: Seeking a Position as A Document scanner or File Clerk, that will allow me to utilize my talents and skills working with people in a team environment.
Skills:
· Proficiency in Microsoft office
· Typing 40 wpm, 
· 10 key 8000-9000 wpm

· Solid Preparation/scanning/indexing

· Works well alone or with others
· Filing, sorting and faxing
Work Experience:

American Express- 2000-2004





      Minneapolis, MN

Document Scanner, Indexer, Preparer 
 
i) Date stamp all incoming documents as received, Assigned to the corresponding account to which the correspondence belongs. Distribute documents to the correct departments.
ii) Make sure documents are prepped correctly remove staples, paperclips, sticky notes, make sure corners are not folder or wrinkled and make sure barcode is facing the correct way for scanning.
CDS- Dakota County Social Services- 2004-2005

                                          Eagan, MN

Document Scanner, Indexer, Preparer
i) Prepare documents from recipients, file folders to be microfilmed, editing documents that may not have scanned correctly, Scanned all prepared documents in to a microfilming scanner. Index and all documents that have been scanned in to a data base system.
Blue/Cross Blue Shield- Kelly TemporaryServices-2005-2007                                       Denver, CO
Claims processor and Indexer/Document Preparer
i) Open up all incoming mail, sort mail, place all sorted mail in to correct department bins

ii) Prepare documents to be scanned, remove any objects from the documents that may cause the scanner to jam. Once scanned documents are placed on to a excel data base spreadsheet to be indexed according to assigned account numbers.

Global Gate Control- SOS Staffing Serivices-2009-2010                                               Sheridan, CO

   Customer Service Representative                                
i) Call existing customers and ask if they need gate cards or key tags for their entry doors or gates. Verify customer information and make sure it is updated in the computer system. Mail out customer orders. Resolve any complains or concerns.
Education: Graduated from Community College of Denver in July 2012
