	1090 clarkson #305a, Denver, CO  80218 

Phone 720-434-3323


Regina TELLER

	Objective

	
	To work for a company that will utilize my abilities and to further my career.

	Work experience

	
	7/2010 – 12/30/2010
Jacobs Engineering
 MACROBUTTON EmptyMacro [  City, State  ] 
Document Control Specialist

· Responsible for entering data for all vendor documents, scanning and attaching the PDF file to their respective cards in the vendor database.  Returned vendor documentation to the vendors via electronic transmission through email or the FTTP site.  Scanning required large amounts of complex documents that included manuals, half size and D and E size drawings, then renaming them and putting them in the correct project folders.  Position also required copying and filing all vendor documentation.
10/2000 – 1/7/2009
Harris Group, Inc.
 MACROBUTTON EmptyMacro [  City, State  ] 
Document Control Specialist
· Responsible for processing vendor and design documents: entering them into the database, creating transmittal, scanning, copying and distributing them.  Prepare filing system for new projects that includes creating a file key and setting up folders for all project communications.  File all office communication, vendor and design documents pertaining to existing projects.  Assemble job books for completed projects.  Duties also include preparing outgoing FedEx packages daily and archiving completed projects.

3/2000 – 10/2000
Jacobs Engineering
Document Control Specialist
· Responsibilities were processing drawings delivered from engineers; entered them into database, created transmittal, copying and distribution.  Checking in and out electronic files of drawings from the client’s server for the engineer’s use.  Entered vendor information into database, issued them for review or construction, created transmittal, and scanned drawings for the client’s use.  Assembled job books for turnover to the client.

9/1995 - 3/2000

Fluor Daniel, Inc.
Information Records Specialist II and III

· Responsible for the flow of documents (design drawings, specifications, vendor) between departments, client and satellite offices requiring these documents for execution.  Maintained design and vendor files in the department using the SDMS system.  Preparation of documents issued for review, approval, design and construction by data inputting, scanning and attaching electronic file in the SDMS system.  Conducted random audits of design/vendor documents.  Assisted in training and supervision of the department.  Assisted in turnover of original documents to client and archiving project documents for retention.

6/1991 – 9/1995
Fluor Daniel, Inc.
Word Processor Technician III

· Create and edit proposals, letters, memos and reports, proofread them ensuring overall appearance is acceptable.  Assemble proposals and reports when requested.  Provided assistance as a back-up receptionist.  Duties in this area included answering phones, incoming and outgoing faxes and mail, copying and distribution.

3/1991 – 6/1991
Law Environmental, Inc.
Word Processor

· Typed and proofread letters, proposals, and reports utilizing WordPerfect 5.1.  Utilized Lotus 2.2 for their cost and scheduling reports.  Provided assistance as the backup receptionist, processed incoming and outgoing mail and faxes and running errands.

6/1988 – 3/1991
Cigna Property and Casualty Companies
Sr. Policy Typist

· Typed complex policies, endorsements, certificates and related policy forms for Liability, Workers Compensation, Property policies per instructions from Underwriters as well as proofreading them.  Assisted in training new personnel coming into the department.  Assembled and distributed typed policies.  Provided assistance with word processing and transcription.

2/1984 – 6/1998
Merrill Lynch
Transcriber and Sr. Word Processor

· Processed letters, memos, statistical reports and manuals.  Ensured bulk mailing projects were executed within the specified time frame.  Sent out sales promotion items to clients.  Printed and distributed Research Comments downloaded from New York on a daily basis.  Supervised and trained new personnel in the department.  Transcribed instructions and messages from Brokers.  Provided data entry assistance.

10/1983 – 2/1984
Denver Mobility Inc.
General Office Clerk

· Provided data entry duties, made transportations arrangements for elderly and handicapped clients, and ran errands.

	Education

	
	6/1982 – 10/1983
Emily Griffith Opportunity School
 MACROBUTTON EmptyMacro [  City, State  ] 
Certificates of Completions

· Data Entry, Keypunch Operator, Typing I and General Clerical Skills

1974 – 1977

Many Farms High School, AZ
High School Diploma

	References

	
	Furnished upon requests.


