
PATRICIA RUBERTO
14470 E. 13 AVE  F 30 AURORA COLORADO 8001

Objective
Highly motivated, hard working, detail - oriented individual looking for a challenging 

                                       Opportunity with a company that has the potential for advancement.

Experience
Scan Technician

03/2008 to Present ADT, Aurora, CO

 Primary scan technician for ADT documents and contracts.

 Preparation and scanning of contracts.

 Quality assurance and verifier of files.

Scan Technician
11/2006 to 03/2008 Echo Concepts, Denver, CO

 Primary scan technician for Whitening Petroleum Corporation scan project.

 Preparation  and scanning of all well and log files, including oversized documents.

 Quality assurance and indexing of files.

 Continually increasing productivity of department from 10,000 to 20,000 pages /week.

Scan Technician

1/2001/10/2006 TPSG Colorado, Aurora, CO

 Scanning and quality assurance of medical documents for University Hospital.

 Scanning and quality assurance of motgage documents for Pulte Mortgage.

 Preparation of medical records.

Scan and Index Technician
9/2000 to 1/2001 Merrill Lynch, Englewood, CO

 Scanning of confidential financial and investment documents.

 Index and coding of customer files.

 Audit all information throughout files scanned to ensure accuracy.

Education
Lima High School, Lima,Peru.

1985

 High School Diploma.
Skills
* Bilingual in Spanish and English.

                                       * Advance knowledge of document imaging.

                                       * Proficient in  Microsoft Word, Excel, and Captiva.

                                       * know how to use Informix and teleform.

References
References are available on request.
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