RESUME

CAROL VANVLEET

10195 Saint Paul Street

Thornton,  Co 80229

303-457-2499 (HM)

303-568-8233 (WK)

CAREER OBJECTIVE:  A data entry position emphasizing my data entry ability in a 





         company that offers challenge and advancement.

SKILLS:

         Data entry, type 55 wpm, ten-key by touch,  Windows, light 




         Microsoft excel.

EDUCATION:
         Clerk typist, certificate of completion.  January 1, 1984-May 




         31, 1984.  Adult Education, Thornton High School.




         Completed word processing course at Parks College.  January 

                                             13, 1986-January 13, 1987.  High School Equivalency Certificate.            

                                             October 23, 1985.

EXPERIENCE:                 Einstein Bagels—Accounts Payable—data entry.  Duties include

processing PO store & corp.  invoices with Lawson software, light utilities, mail and faxing info to vendors. Expense Wire processing, Setting up new vendors & making changes as necessary.
       
                                 August 19, 1999—presently employed.

                                            
.
                                 



         Confertech—Date entry—duties include alpha and numeric input for




         billing and rates.  March 1998-July 1999.



                    Bank One—Date entry—duties include input of data from SBS, 

                                            CD’s, pats and maint. Accounts, answer phones, filing, input of 



        1099’s.  August 1996- February 1998.




        MBC Biodine—data entry—duties include input of data from clinicians



                    worksheets, answer phones, filing.  September 1995-July 1996.

REFERENCES:               Furnished upon request.
