CYNTHIA VANDERVELDE
4490 E. Jewell Ave. #310    ~    Denver, CO 80222
 Home: 720-364-7567    ~    

vandervelde1211@comcast.net
PROFILE

Administrative Assistant           Records Management          Clerical           Receptionist

Dedicated, dependable, organized Administrative Support professional with strong skills in the following:
· MS Office

· Excel

· Word

· Kodak Imaging
· Database
· Data Entry

· Imaging

· Micrographics

· Mail Delivery

· Shipping / Receiving

· Document Storage

· Document Retrieval

· Shredding

· Accounts Payable

· Inventory

· Phones

· Internet

· Records

CAREER EXPERIENCE
Excel Personnel – Jeppesen     (     Centennial, CO     (     4/1/13 – 5/24/13   
Corestaff – Great West Financial    (      Greenwood Village, CO     (     1/22/13 – 3/14/13
Coram Specialty Infusion      (     Centennial, CO    (
12/6/10-4/6/12
· Create and maintain patient charts. 

· Filing, on-site and offsite storage of patient charts.

· Mailroom duties and backup receptionist.

TIAA CREF – Corestaff/Consultant – Central Audit Group     (    Denver, CO     (     3/21/10 – 11/12/10
· Research documents on plan participants for Erisa Audits. 

· Create pdf. files. Order check copies.

· Process audit template requests for plan administrators and auditors.

· Compile and upload documentation for delivery to plan liaisons.


ING Security Life of Denver – Corporate Services    (    Denver, CO    (    1995 – 1/31/2009
Corporate Headquarters of Nationale-Nederlanden (ING), an International Financial Services Company

Senior Imaging Clerk

· Perform on-site record destruction and shred bin recycling to create space for new records.

· Provide back up for mail services and shipping, sorting and delivering mail and packages. 

· Follow guidelines for International Certified, Fed Ex and UPS shipping.
· Pay bills and complete monthly reports as needed. 

· Stay current with all training on compliance regulations and privacy policies.

Corporate Records Manager – Records/Micrographics
· Developed and implemented automated records management program to serve record retention and retrieval needs, including litigation. (Excel) Assisted in organization of department records during move and restructuring.
· Assured accurate and timely pick-up, shipping and tracking/retrieval of records. 

· Oversaw destruction of documents following company record retention policies.

· Maintained accounts and billing of off-site storage facilities. 

· Tracked all backup film, fiche and paper copies of stored documents. Filmed and entered documents into database for Customer Service departments. Operated all equipment including IDW’s, Network Printers and Reader Printers. Operated cameras. Utilized Lotus Notes. Resolved problems or reported performance issues.

· Backed up Micrographics Department, retrieving documents on microfilm.

· Acted as relief switchboard operator and receptionist.

· Sorted and distributed mail to mail stations; shipped UPS packages; posted mail.

EDUCATION
Mansfield Business School, Data Entry Certificate, Denver, CO

