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KATHERINE J WRIGHT
433 S. Kittredge Street, Unit B
Aurora, CO 80017
(720) 495-3053 
 kjeanwright17@gmail.com

EDUCATION
Cassadaga Job Corps
Microsoft Office Word / Excel 
45WPM / 12,OOO KSPH

EMPLOYMENT HISTORY

[bookmark: _GoBack]Robert Half Legal – Denver, CO				    06/2013 – 09/2013
Assigned to Ricoh Document Imaging – Data Analysts: Responsible for review of confidential oil and gas documents: leases, title opinion, division orders, etc. Indexing documents; data into fields within online database. Microsoft Office Suite, typing 50 WPM.

JobStore Staffing – Aurora, CO				      09/2012 – 03/2013
Assigned to Communication Testing Design Inc. – General Technician: Responsible for unpacking product, sorting into the appropriate bins and cleaning product. QC product to ensure it met quality standards during refurbishment process. 	
Express Professional Employment – Centennial, CO          05/2012 – 11/2012
Assigned to Integrated Printing Solutions: Data Card Operator- Responsible for verifying through work orders that job processes, spec sheets, samples and proofs are correct before production run. Halt processes that could adversely affect product or service quality. Ensures correct card and carrier specification are adhered to; Document remakes; liable for any and all cards released from the vault.

Remedy Intelligent Staffing – Aurora, CO                        04/2008 – 04/2012
Assigned to Colorado Dept. of Revenue: Processed Sales Tax payments; verify that individuals and or businesses have paid the correct amount of sales tax; data entry; document preparation; adhere to internal and client privacy and other compliance policies; stacked mail trays into mail cages. 
Assigned to Frederick’s Printing: Collating, sorting and labeling printed materials per customer order. Picking and packing printed material.  Scanned material for shipment via FedEx Ship Manager Software. Efficiently carried out all orders of the supervisor. Ability to stand for duration of twelve hour shift. 
         
Mountain State Imaging - Centennial, CO                         04/2011-06/2011 
Document Processor : Assist with records management needs; prepped legal files to be scanned for digital imaging; keying customer information into various data bases, ensuring quality control; lifted 50lbs. boxes, and stacked on pallets for storage. Completed daily quota, signed files in and out daily via computer.
.  
Presort Services Group - Denver, CO                                 05/2008-10/2008 
Presorter:  Ensures that the mail is reviewed for proper date, postage, and good quality barcodes prior to being placed in the appropriate mail trays by verifying the zip codes. Communicate errors found to operator or supervisor to prevent re-work of mail. Sort mail by zip codes and label mail trays and route sorted mail to designated areas depending on destinations and according to established procedures and deadlines.  Stage mail cages for post office pickup. Operated DM825 Digital Mailing System; other duties as assigned; worked duration of 12 hour shift.                                                                                                                                                                  
 
Burlington Coat Factory Distribution Ctr., Edgewater Park, NJ    6/2007-2/2008    
Ticketing Processor: Retrieved boxes from conveyor line and processed and ticketed merchandise, then shipped to retail stores.        

Kuehne & Nagel / Educational Testing Service, Ewing, NJ    3/2000 – 12/2005
Material Handler-(Shipping Dept.):  Processed test material through clippership software focusing on test dates, service levels and cost factors while meeting delivery requirements.  Stacked 10-70 lbs. Boxes on pallets for shipment.  Prepared and compiled end of the month reports on all shipments.  Handled general office duties such as filing, faxing, copying and tracked shipments when needed.  Logged postal meters in and out daily.  Operated electronic postage machine, also ensured that all posted mail is delivered to staging area for PO pickup. Customer Service- received and placed calls to couriers for shipment


References will be submitted upon request.





