Resume for Casey Whitlock
Casey.whitlock@va.gov
970-231-5947 reachable evenings after 5:00pm or weekends

930 Osceola St. Denver, CO 80204

Experience: 

1. Privacy Clerk

a. Veteran’s Health Administration Center – Summer Hire from 05/21/2012-Present

i. Records Management: Received training from Records Manager Stacey Cummins and currently working on resorting inventory records chronologically dating back to 2006 following NARA guidelines. Current documents included but not limited to: FOIA complains, Privacy Complaints, Request files.
ii.  Media Sanitation: Procedural destruction and inventorying of sensitive media storage devices.
iii. Scanning, filing, copying, mailing and discarding of large volumes of documents, primarily medical records, insurance claim information and privacy requests.
iv. Learning as much as possible from other executives and staff on issues of technical writing, contract work and information security.  
2. Legal Intern

a. Hoban and Feola Attorneys at Law – Intern from 07/01/2011-03/01/2012. Duties included:
i. Data entry for various projects. Uploading scanned documents to an online database. 
ii. Familiarity with Lexis Nexis and handling of sensitive court materials. 
iii. Experience in delivering subpoenas and court orders to corporations and governmental agencies. 
iv. Researching regulations for a reference project. Individually cold called or contacted every city, municipality and county for their laws regarding a specific issue. 
v. General administrative and clerical functions like handling email, reviewing accounting and bank account statements, setting up new accounts, scanning, faxing and filing large volumes of data in a timely manner. 
3. UPS Charger

a. UPS Twilight Charger – 10/15/2011-12/20/2011

i. Handled large volumes of incoming packages on 5-8 hour shifts every morning while taking 18 credits at Metro State. Work was physically demanding and intense. 
Education:

1. Poudre High School I.B. Graduate in 2007
a. Graduated in 2007 with an HL in Biology. Class of ’07 won first place in Science National Olympiads and robotics.
2. Colorado State University

a. Undergraduate in History until 2011.
3. Metropolitan State College of Denver

a. Currently finishing History undergraduate with minor in Environmental Sciences.
Skills:

1) Computing:

a) High computing proficiency with internet research, Microsoft based operating systems and applications like office, database entry and overall intuitive grasp of how modern technology works. No Drugal experience but can easily learn. Minor programming experience, can easily pick up the necessary knowledge and skills to program and use applications if necessary. Typing word speed of 70+ WPM.
b) Currently learning about information security and network security from ISOs (Information Security Officer) at the VHA.
2) Languages:

a) Completed one year of Chinese language at Metro State (10 Credits). 
b) Novice in Spanish from several years in High School.
