Experience: Continued

Yolanda D. Farmer

2705 Iverson Street
Temple Hills, MD 20748

(Cell) (301) 237-9004

farmeryolanda@yahoo.com

Experience Summary:  

Nine years experience providing support to companies for reports, documentations, and publications.   

Clearance:  
Active Top Secret Clearance
Education:

Potomac High School       1996-2000       

· Graduated (H.S. Diploma) 

Certifications/Training:

· The Computer Trainer       





2000-2000

· A+ Certification Course (Certificate)   

· Brainbench MS Windows Vista Desktop Administration (Certification) 
2008-2008

· CompTIA Security + (Certification)                             

              2009-2009

Technical Skills:
· Frame Maker
· LaserFiche
· Adobe Acrobat
· Microsoft Word
· Excel
· PowerPoint

               
· Photoshop
· Kofax
· Fujitus

· Scandall Pro

· Rimage CD/DVD 
Professional Experience: 
10/11 – Present

VSE Corporation


                   Data Clerk




Indian Head, MD
· Scanned an average of 100 pages of hard copy data per hours scanned into electronic storage.

· Prep files to be scanned.

· Scanned in order to produce the highest quality image and exact duplications.

· Quality assurance records and checks to ensure that the scanned images are readable and the indexes are accurate.

· Indexing the records according to report file name or case name on a excel spreadsheet

08/11 –Present


American Systems

                    Security Guard
                                


      Lorton, VA
· Safeguard and protect classified material.

· Operate and monitor internal alarm and CCTV systems.

· Guard and control access to the building and protect personnel and property

03/10 – Present
             IAP Worldwide Services




        Data Electronic Specialist




               Fort Belvoir, VA
· Provide services to aids and assist in the digital document and scanning.

· Transfer scanned documents into designated health information system(s)

· Collect paper documents from clinics that will be scanned into system.  

·  Feed cases into a scanner/fax.

· Identify the resolution and enhancements to be applied to the records when it is scanned in order to produce the highest quality image and exact duplications.

· Practical knowledge of data verification, review, editing techniques and management of digital files.

·  Assures that the document is identified by checking each page for visual integrity.  The entire record is scanned and completed.

· File and pull documents into medical records.

10/03 – Present (On-Call)      SNTK Document Conversions



               Document Specialist 



                 College Park, MD

· Prepares mail and documents for scanning. 

· Document handling, scanning and image enhancement duties to convert document into digital format. 

· Assembles document batches, verifying document and/or page volumes. 

· Lifts large boxes of paper for storage or production use. 

· Handles time-sensitive materials.

· Handles confidential materials. 

· Quality assurance entails systematic reviews and checks to ensure that the scanned images are readable and the indexes are accurate. 

· Used scanning software, image 21, and PDF software. 

· Stored files at FRC and retrieve them when needed. 

· Indexing enclosure numbers for materials scanned and documents converted.

· Serves as a team leader and perform quality assurance task.
04/10- 10/11

           Crockett Facilities



                 Janitor




           Alexandria, VA

· Cleaning rooms, hallways, lobbies, lounges, restrooms, corridors, elevators, stairways, and locker rooms and other work areas.
· Sweeping, scrubbing, waxing, and polishing floors using brooms and mops and powered scrubbing and waxing machines
· Cleaning rugs, carpets, upholstered furniture, and draperies, using vacuum cleaner.
· Dusting furniture and equipment, polishing metalwork, such as fixtures and fittings, washing walls, ceiling, woodwork., washing windows, door panels, and sills, emptying wastebaskets
· Transporting trash and waste to disposal area. Replenishing bathroom supplies
05/08 – 09/09 
   
General Dynamics-IT NDIS



      Print Service Specialist
                         

           Washington, DC

· Performed daily and scheduled maintenance on assigned equipment. 

· Operated conventional and/or digital printing equipment, such as NexPress and Docucolors to prepare various types of printed products. 

· Performed file format conversions, creates and replicates CDs and DVDs. 

· Operated various types of bindery equipment (stitches, booklet makers, folders, etc) in support of printing requirements. 

· Maintained the highest levels of customer care while demonstrating a friendly and cooperative attitude. 

· Examined quality of each job and adjusts equipment or files as necessary to meet established standards. 

· Coordinated with visual information staff on new requirements and provides guidance on best method to produce. 

· Hydraulic Cutter and Drill.
12/07 – 05/08 

Northrop Grumman Corporation



      Records Documentation



           Washington, DC

· Data entry and database cleanup. 

· Executed quality control plan for existing case and data management systems. 

· Analyzing Criteria for access controls, storage, reproduction, scanning, transmission, and destruction of data maintained with a classified automated system. 

· Processing classified folders containing an average of 20 documents totaling 500 pages. 

· Preparing and assembling batches of classified documents for automated scanning. 

· Using Kofax Ascent Capture to scan and index the batch documents. 

· Individual verifying data for senior staff and attorneys. 

· Keying paper entry.
11/06 – 12/07 

           SI International



 Document Management Specialist



           Arlington, VA

· Destroyed the original copy. 

· Reviewed to make sure that are no duplicate copies of the documents on file. 

· Updated the records by keying the names of the documents. 

· Scanned in the Documents using Laserfiche software. 

· Prepared Budget Documents to be scanned. 

· Provided quality control checks on the records work to ensure accurate databases and processes. 
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