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Professional Summary: 
I have over 5 years experience in scanning , prepping,indexing and filing. Have done quality control. Worked in different environments such as accounting firm, mortgage companies and companies that provide scanning services. I have had experience in working with various medical records for The Childrens Hospital, human resource files for Adams County, mortgage application packages and tax returns.
Technical Summary: 
I have worked with computers, all different types of scanners, Kodak1500D, Fuji, and various software for scanning. I have a little experience with MS Word, Excel and PowerPoint and Adobe Acrobat . 
Detailed Experience:
Mountain States Imaging December 2012 to January 2013 
Duties included prepping various types of records such as human resource files to get ready for scanning.
Unemployed from July 2011 til December 2012 actively looked for work through Workforce Center.
Iron Mountain October 2008 to July 201l 
Duties included prepping, medical records for Lutheran, St. Joseph. The Childrens Hospital. Scanned, indexed and filed. Worked with Adobe Acrobat and Kofax
Ryan, Gunsauls & ODonnell October 2005 to October 2008 
Duties included scanning tax returns into computer through Capture Perfect.Entered documents into the program Sureprep using Engagement to create an account and submitting file.Worked with Adobe Acrobat and Kofax software. Burning cd’s. Assisted company to get back on track with scanning all the client files. 
Accupost August 2004 to October 2005 
Duties included prepping, removing staples, making sure every paper was in good condition.  Scanning of mortgage packages, loan applications and other various docs  into computer system.
Clarion Mortgage July 2003 to July 2004 
Duties included scanning closing files and application packages into computer system. Making sure each  document properly named. Quality control. Prepped files for shipping to investors via Fed Ex and UPS
Education: 
University of Colorado at Denver. Took general courses and did not get a degree. Barnes Business College, Medical Office Secretary program and I had 3 months to go to complete and the school closed its doors due to Bankruptcy. Acquired a CareerReady Colorado Certificate in 2012 from WorkForce Center in Arapahoe County. High school diploma at Dundee High in Carpentersville, IL-Graduated. 




