Robin Lynn Turley 
3324 S. Field St, 123
Lakewood, Co 80227
720-459-2975 
robin_turley@msn.com 

OBJECTIVE: To obtain a position as a computer typist/Data Entry Specialist/Bookkeeping. 

EDUCATION: 
Community College of Denver 2002-2002 
Information Technology Certification 
1. Introduction to PC Applications 5. Communication/Customer 
2. Introduction to Operating Systems Service 
3. Microcomputer Hardware 6. A+ Certification 
4. Computer Diagnosis and Repair 7. Advanced Academic 
8. Networking LAN Servers (particle training) Achievement 
9. Cooperative Education 

Eastern Arizona College 1996-1997 
Computer Information Specialist 
Courses: Basic Math, Algebra, Computer Graphics, Bookkeeping,
Keyboarding, Office Transcription, and Introduction to DOS. GPA: 3.0
 
EXPERIENCE: 
Parsons Brinkerhoff/E470/MHTS 05/11-Present
Position: Image Processor
Processing of images through toll booth camera’s 
Accuracy is a must for this position, inputting license plate numbers 
And identifying state for billing.

Information Register 09/08-06-09
Position: Accounting and customer service/Marketing
Processed invoices in QuickBooks and accounts payable.
Did whatever needed to be done. 10-key 10,000 kph. Helped compile mailings for shipping on a assembly line.
 
Lab Corp 3/07-10/07
Data processor and Specimen technician
Processed data for specimens and urine, wrote down amount of urine and processed paper work for lab manager.

The Warranty Group 02/06-02/07
Position: Accounting, Sales Processing, Zonner.
Duties include processing claims for Home Warranty, Century 21, ERA, Coldwell Banker, and Whirlpool claims. Processed claims for a number of companies like Staples, The Wiz, etc....Credit Card processing through Retail Advantage Software. Software: AS400, Aspen, D-Base, CPT's, Lotus Notes, Microsoft Word and Excel, Spreadsheets, and I also work directly with the banks on charge backs.
Alpha and numeric 10-key by touch.





Norgren: 7/05-1/06
Manufacturing, standing long hours, putting lubricators and regulators together for testing and shipping. 
Medical Marketing Services 04/05-07/05
Profiling Doctors Online in different programs. 

SOURCECORP Inc. 2002-2004 
Data Entry Specialist 
Key invoices and works in the queues. 98% accuracy. 
Denver Human Services 2001-2002 

Workforce Development Center 
Duties: I computed information on a database and I organized and 
structured case files for technicians. 

Burt Chevrolet 1998-2000 
Parts Puller/Driver/Shipping 
Duties: I composed files on a database management. I provided as a 
Customer relation’s specialist. I pulled parts for the service Department. 

Cobra Valley Motors/Body Shop 1995-1997 
Position: Estimator and all around help in body shop 
Duties: Mixing paint in body shop, did estimates for shop and ordered parts
All around helper.

PERSONAL: Consider my attributes to be terrific communications and 
outstanding learning skills and great work ethics. 

REFERENCES: AVAILABLE UPON REQUEST. 

