




KATHLEEN FABRA

6739 Zenobia Loop, Unit 1
Westminster, Colorado  80030-7682
Cell Number: 281-635-3104
Home Number: 303-955-1732
Email: kfabra32@gmail.com
SUMMARY: Over 30 years of broad-based experience in secretarial, records management  and technical responsibilities.  Able to work in diverse business environments.  Work well with people to get projects completed in a timely, efficient manner.  Knowledgeable in a variety of computer programs. 

OBJECTIVE

To obtain a position with a company offering an opportunity for professional growth in which I may utilize my experience and skills.
EMPLOYMENT HISTORY
EOG RESOURCES, INC. (HOUSTON, TX)
06/10 to 04/2012
Records Analyst -  Accounting Department Scanning group  
· Assisted in the document processing – imaging, indexing, quality control, filing and archiving for multiple divisions and departments. 
·  Distributed incoming information to Records Assistants.  
· Entered document information into electronic database.  
· Processed records for storage in accordance with established procedures.  
· Assisted users in requests for information.  
· Maintained activity statistics.  
· Assisted with monthly reports.

EOG RESOURCES, INC. (HOUSTON, TX)

02/04 to 06/10
Records Analyst – Active Records 
Records Information Department
· Prepared status reports on current projects.  
· Assisted in the maintenance of retention schedules
· Worked with division and department personnel in the initial stage of document evaluation, conducted inventories, interviewed staff.  
· Trained users within multiple divisions and departments in the policies and procedures of the retention schedules. 
· Monitored on-going projects for efficiency and completion.  
· Prepared status reports for current projects.  
· Worked with offsite vendors for document shredding
DEVON ENERGY (HOUSTON, TX)  9/99 to 7/03

Data Entry/Records Management Clerk II 
· Performed data entry using different software, such as Excel, Records Management Systems, and Versatile Enterprise.  
· Set up files and filing data 

· Filled log orders for the team members, making sure they got the proper information for the various counties and fields that they were working on.     
· Worked on special projects as needed.  
· Worked with the different log companies to obtain data when it was needed.

· Ordered departmental supplies
VANCO ENERGY COMPANY (Houston, TX) 4/99 to 9/99

Provided assistance to the Exploration and Production team members.  
· Reported to the Supervisor of the Records Department.   
· Performed data entry
· Set up files, and filed data into the Corporate filing system. 
· Utilized Word and Excel.  
· Part-time employment
PennzEnergy (Houston, TX) 1/96- 2/99 

G & G Department Secretary/Data Tech 

Provided computer and clerical assistance to the team leaders and team members.  
· Set-up and maintained  project files. 
· Ordered well logs and seismic maps.  
· Spliced maps and logs.   
· Utilized Excel for data entry.

· Reported to the manager of the department, and performed various office projects using Word Software.  
EDUCATION
Tyler Junior College, Nixon-Clay Business College
PROFESSIONAL ORGANIZATIONS

ARMA International, Houston Chapter

Toast Masters International, Houston Chapter

