
Quentin Smith

3490 South Eagle St. #201
Aurora, CO 80014
720-468-2488

q_007@me.com

Objective:  Seeking a full time position as an Imaging Document Management/Mail Assistant specialist.
Qualifications: In depth knowledge editing PDF files, converting word, excel, and tiff images into PDF documents, inserting pages into PDF documents, deleting pages from PDF documents, and bookmarking PDF documents.  I am very efficient in Word and Excel documents.  Extensive use of Xtender (document Manager) and Kofax scanning software for entry and archiving of all A/P incoming invoices.  Knowledge of SAP for A/P research purposes.
Employment History

ULA (United Launch Alliance) Centennial, CO

Imaging Document Management/Mail Assistant, October 2009-September 2012
· Download invoices from accounts payable email box and scan in the PDF invoices – approximately 2,000/mo.
· Scan invoices from US mail- approximately 1,500/mo.
· Audit payment checks.

· Support internal control processes by understanding, communicating, and complying with internal controls and identify modifications.

· Provide assistance to Accounts Payable Processors as needed.

· Prepared a desktop manual on how to scan in email invoices.

·     Provide customer service with clear communications and the intention to build a long-term relationship.

Running Wild Highlands Ranch, CO

Sales Associate, (Part Time) April 2001-October 2010

· Sell high-end running shoes.

· Knowledgeable about different types of running shoes and their characteristics.

· Created a website for the company. (Runners Roost)

Anton Collins Mitchell LLP, Denver, CO

File Assistant/Back-Up Receptionist, July 2007-April 2009

· Ensure the file room is maintained and organized.

· Prepare tax files and audit files for tax and audit associates.

· Retrieve tax files from off site Storage Company.

· Reassemble the file when file room was moved.

· Assist the receptionist during lunch hour and breaks.

Health One SupplyChain, Denver, CO

Imaging Document Management/Mail Clerk, June 2006–July 2007

· Prepared invoices for scanning.

· Scanned and reviewed invoices. 

· Opened, sorted, and distributed mail.

IHS (INFORMATION HANDLING SEVICES), Englewood, CO

Electronic Specialist, February 2000–July 2005

· Reviewed Xml documents from off shore scanning operations.

· Installed bookmarks into PDF documents.

· Scanned documents then converted them into PDFs.

· Revised SOP’s (Standard Operating Procedures.)

Education

Community College of Denver, Denver

Computer Graphics.

Introduction to Web design.

Introduction to Computers.

Certificate Degree in Hospitality & Restaurant Management. (1994)

Interests

Computers, running, mystery novels, and movie reviews.  Completed three marathons (Twin Cities 1999, Chicago 2000, and the Marine Corps 2002.

