Lisa M. Strabala                                                                           Phone# (303) 464-9495 

12755 Utica Circle                                                                            Broomfield,CO 80020

QUALIFICATIONS:
· InputAccel 5.1.8 Imaging System; indexing, scanning
· Scanning equipment: Canon DR-9080C; Fujitsu fi-6770A; Microfiche Scan Pro 2000; Plustek OpticPro ST64+ Micromaster
· Digital Document Management Systems (DDMS) Tool Database – data entry
· Lotus Notes 8.5
· Nero StartSmart CD burning program; SureThing CD Labeler Deluxe
· Microsoft Word

WORK HISTORY:
DPRA, Incorporated; Document Imaging Specialist .................. Mar. 1988–Mar. 2013 
I performed quality control (QC), screened all scanned images for quality, compared the image to the source document, rotated images, identified images and pages to be rescanned, monitored imaging processes to ensure proper functioning; burned CD’s and created CD labels; prepped documents for scanning; maintained effective communication and cooperation with the scanning team; informed management of any problems/issues regarding the imaging software, equipment, and scanning personnel; and operated the scanning equipment.
Prior to working in the imaging department, my duties included: researching and compiling records through database searches and summarizing documents for attorney review and release to a record document facility.  I entered key information from historical documents into the database.
Previous administrative responsibilities: receptionist duty; issued security badges, typed and edited  administrative material, i.e., correspondence, reports, accounting documents, tables and summaries; collected and reviewed employee time reports, regularly updated employee annual leave report; kept record of petty cash and supplies; assisted clerical staff by typing labels and reviewing documents from mass photocopying projects.
American Animal Hospital Association; Secretary …………..…………..... 1987-1988  

Performed secretarial duties: typed correspondence, contracts, press releases, set up merges on an IBM/36 DisplayWrite; aided in phone coverage, registered doctors for meetings/seminars.
Mountain Cable Industries; Data Entry Operator; ...................................... 1984-1985
Served as data entry operator for engineering and sales departments; maintained file system.
CDI, Inc. (Western Area Power Administration); File Clerk; ..................... 1983-1984 
Maintained card/drawing file systems; organized drawing files.
EDUCATION: 
Barnes Business College ............................................................................................ 1986 
Certificate: Information/Word Processing Program
Arvada Senior High School, Diploma ....................................................................... 1983
