PROFESSIONAL SUMMARY

Accomplished Booking Clerk with over 5 years of experience managing
inmate processing and documentation. Expertise in maintaining
accurate records and ensuring compliance with legal standards.
Proven ability to handle sensitive information with discretion while
fostering effective commmunication among staff and inmates for a
secure environment.

WORK EXPERIENCE

Booking Clerk
WidgetWorks Inc.

B Jan/2021-Ongoing
K Denver, CO

1. Managed inmate intake and release processes, ensuring compliance
with legal requirements.

2. Maintained accurate and confidential inmate records, including court
documents and personal information.

3. Streamlined filing systems to enhance access to inmate files,
reducing retrieval time.

4. Processed incoming inmate funds and issued receipts, ensuring
accurate financial records.

5. Facilitated commmunication between inmates and staff, addressing
inquiries and concerns promptly.

6. Conducted regular audits of inmate records to ensure data integrity
and compliance.

7. Trained new staff on booking procedures and the use of record
mManagement systems.

) Jan/2020-Jan /2021
X Chicago, IL

Booking Clerk
Lakeside Apparel Co

1. Answered incoming calls regarding inmate status and provided
appropriate information within legal guidelines.

2. Assisted with the booking process, including fingerprinting and
photographing inmates.

3. Coordinated with legal representatives and bail bondsmen to
facilitate inmate release.

4. Monitored facility security through surveillance systems, ensuring a
safe environment.

EDUCATION
Associate of Applied Science in Criminal paJan/  Jan/
. 2019 2020
Justice
Springfield Community College X Chicago, IL

Focused on legal studies and correctional procedures.
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SKILLS

Data Management
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Documentation Software
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Graphic Design Software
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Organizational Skills
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Record Keeping
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INTERESTS

& Art £ Volunteering
* Hiking @ Yoga
STRENGTHS

Q Criticality | = Detail-oriented

LANGUAGES
English Swahili Mandarin
ACHIEVEMENTS

;" Successfully reduced inmate processing
time by 20% through improved workflow.

“fy Maintained a 99% accuracy rate in record-
keeping for inmate files.
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