	Indu Balaram
(303)325-3092                                                                                                        ibalaram87@gmail.com

	Objective:  Seeking a position of a Document Management Associate, with CMG (Corporate Management Group), Denver, CO to expand my horizons. 


Skills:
· Excellent with oral and written communication

· Strong attention to detail and ability to multi-task in a fast-paced environment

· Accurate and fast data entry 10,000/hr., Typing 60 wpm
· Microsoft Office skills 
· Organizational skills; taking dictation, transcribing and filing

· Mail distribution, use of copy machine, scanning machine, fax machine, printer, and 10-key

Education: 
Microsoft Office

Bachelor of Arts in Economics
Work Experience:
      Sourcecorp (Oct 2010 – Present)
· Apply client specifications to accurately complete process and key client materials

· Timely and efficient identification of various client materials
· Work efficiently within a team environment to meet client deadlines and service level agreements
· Ability to identify different document types and maintain a record of completed work
· Follow instructions and communicate with supervisor or trainer to ensure customer expectations are met
· Compile, sort, and verify accuracy of data
· Maintain confidentiality and security of client information per client guidelines
· Maintains levels of productivity and quality based on department standards

Central Parking Systems (Jun 2010 – Aug 2010)
· Reports generated from EMS pay station program and entered into daily revenue program
· Developed an Excel report for validations and entered into revenue reporting program
· Data entry of territory’s identification  
Ramtron (Jan 2009 – Mar 2009)
· Data entry of Customers’ information and territory’s identification
· Compared semi-conductors’ specifications with the original list from foreign countries

ADESA Transportation (Aug 2008 – Dec 2008)
· Data entry of automobile delivery, pick-up, and sublet transportation
· Documented sale date 

· Scanned all documents and provided customer service support 
Colorado Springs Utilities (Jul 2007 – Jul 2008) 
· Scanned, copied, and filed agreement documents, contracts and litigation files
· Tracked monthly utility documents
· Data entry of residents’ water, electric, and gas meter readings
· Mailed residents’ meter reading notifications

· Filing, copying, faxing and other clerical duties

United States Automobile Association (USAA) Property and Casualty (Dec 2002 – Jun 2007)
· Administrative support in preparation of reports, and statements and scanning
· Edited auto, home, and life insurance reports, provided customer service support, sorted, and distributed mail
· Maintained bank files and handled confidential files
