JOHN WATKINS

1074 Shady Tree Lane, Wheeling, IL 60090

847 541-8419

pianomanjeff@att.net
SUMMARY

Experienced Clerk with a reputation for dependability, taking pride in work and accomplishing assigned tasks.  Key strengths include reliability, organization skills, attention to detail and working well in a team environment.  
PROFESSIONAL EXPERIENCE

HSBC, Schaumburg, IL


  
  
Mar 1995 – Dec 2010 
Imaging Clerk
· Opened and distributed credit applications and bankruptcy mail from branch offices; approximately 6-8 tubs per day.
· Responsible for placing boxes marked for shredding into the designated area.
· Cleared paper jams in copiers.

· Utilized computer for email and internet. 
HOUSEHOLD FINANCE, Prospect Heights, IL             Dec 1990 – Nov 1994
Tape Librarian

· Retrieved and filed tapes for the computer room.
· Responsible for sending tapes offsite for disaster recovery.
Education
Diploma:  Wheeling High School, Wheeling, IL
    Harper College, Palatine, IL

COMPUTER SKILLS

Email, MS WORD, EXCEL, IntErnet
