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	Qualification Summary
	· Work effectively with minimal supervision and in a diverse environment
· Detailed oriented and strong multitasking skill
· Ability to learn new skills quickly and flexible in adapting to changes
· Professional experience in banking operations and high volume transaction processing
· Ability to perform administrative and clerical functions



	Professional 
Experience
	Image Processing Specialist, JPMorgan Chase | Thornton, CO | 2009-2012
· Reconciled accounts to ensure all transactions are posted in a timely manner; achieved operational metrics of 99% or better in production environment
· Audited transactions to ensure credits and debits are balanced and accurate
· Reviewed production items to meet quality control standards  
· Received, scanned, sorted and logged incoming branch and armored courier work
· Operate machinery and equipment for national mailroom and warehouse operations: sort and prepare bank correspondence, large packages and other time sensitive deliverables for shipping and handling
· Implemented a team initiative to eliminate unnecessary deliveries, resulting in a yearly savings of $10,000
· Cross-trained in all job functions of department

	
	Utility Clerk, JPMorgan Chase | Thornton, CO | 1997-2009
· Unload, sort and load heavy packages to be distributed to financial institutions nationwide
· Captured and balanced check images for printed reports
· Operated various peripheral image capturing equipment



	
	Card Services Adjustor, Colorado Credit Union | Arvada, CO | 1995-1997
· Posted consumer payments, cash advances and adjustments
· Researched monetary rejects
· Processed lockbox accounts



	Education
	High School Diploma, West High School | Denver, CO
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