NIHADA VELIĆ
5335 SOUTH VALENTIA WAY #148 GREENWOOD VILLAGE, CO 80111
(303)217-0840    
EDUCATION:
High School Diploma - Center for Higher Education, Jablanica, Bosnia 1989-1993
Emily Griffith Opportunity School - Keyboard, Data Entry, Ten-Key, Microsoft Excel and Word, and Other Computer Software
WORK EXPERIENCE:
2005-2007, Veracity Credit Consultants, 535 16th Street, Suite700 Denver, CO 80202
Data Entry Operator
Duties included searching for negatives in consumers’ credit reports, entering those data in to system; composing negative findings letters and sending to credit bureaus; receiving letters from credit bureaus, finding corrections, and processing changes into system.  Other duties included faxing, filling, scanning documents, and training new employees.
2004-2005, QC DATA INC, 8000 E. Maplewood Ave., Ste. 300 Greenwood Village, CO 80111 
Data Entry Operator
Duties included entering data from source documents in to system; comparing and correcting data from different projects.
2000-2002, Telecheck Services Inc., 750 W. Hampden Ave., Englewood CO 80110
Data entry Operator
Duties included processing subscriber checks and negative data in shared, real-time system.
1995-1997, Jablanica, Bosnia
Bookkeeper and Accountant
Responsible for cash receipts and disbursements, accounts receivable/accounts payable, maintaining journals and ledgers, payroll, and inventory.
SKILLS:
Typing speed 60 words per minute - Microsoft Office Software: Excel, Word, Outlook - Strong data entry and ten-key skills
PERSONAL SKILLS:
Strong organization skills – Able to work independently or with a team as required - Strong attention to details - Able to pick up details quickly – Languages include English, Bosnian, and Serbo-Croatian
References are available on request
