[bookmark: _GoBack]Edward L Vargas
                                                                                                                                                                   2751 stout st
                                                                                                                                                                   Denver Co 80205
                                                                                                                                                                   Home Phone 720-379-7227
            

                    Experience    Morrison & Foerster                                                                                                                                                          09/2012 to 04/2013
                                            370 17th Denver co
                                            On Call Mailroom 
                                            Manager Manuel Salazar 303-592-1500
                                            Sorted incoming mail packages and boxes from FedEx  UPS and USPS for Distribution.
                                            Stamped date and time of receipt on incoming mail packages and boxes from FedEx UPS and USPS.
                                            Sorted mail according to destination and type such as returned letters adjustments bills and payments.
                                            Examined outgoing mail for appearence and sealed envelopes hand or machine .
                                            Stamped outgoing by hand or postage meter.
                                            Contributed to all aspects of mailroom operations .
                                            Know all aspects of mailroom operations including fax machine computer data enrty of mail tracking 
                                            through FedEx UPS and USPS.
                                            Distributed and collected mail packages boxes from FedEx UPS and USPS
                                            Maintained copier printer.
                                            Weighed mail to determine that postage was correct    
                                            Kept record of registered mail .
                                            Addressed mail using addressing machine
                                            Maintained high standards of excellence 
                                            Performed shipping and receiving duties office computers and office materials.
 


                                           Stivers Staffing                                                                                                                                                                   09/2011  to 03/2012
                                           Mailroom  Help                                                                                                                                                                   Denver co
                                           Manager Maddie 303-458-1441





                                            Sprint 
                                            Mailroom Clerk                                                                                                                                                                   8/2008 to 05/2010  
                                            Manger Bill Rogers 303-801-3817                                                                                                                                  Denver Co
                         


          Education                Manual High School                                                                                                                                                            Denver Co 
                                           High School Diploma                                                                                                                                                           1973



          References             Available upon request 
                                                                                                                                                                                                                                                             
                                              

