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Motivated individual seeking employment opportunities that lead to fulfilling 
experiences and engaging challenges. Possess strong interpersonal skills.

JULY 2006 – SEPTEMBER 2014
DOCUMENT IMAGING SPECIALIST III - ABC CORPORATION

 Prepare, scan and distribute shipping documents for the customer, company 
drivers, and outside carriers.

 Help move trailers in and out of dock bays using a yard hostler tractor when 
needed.

 Order selecting, load/unload freight as needed using sit down and stand-up lifts 
equipped with RF onboard scanners.

 Build pallets ties and re-palletize freight as needed to maintain a timely delivery
schedule.

 Call customers for various information and kept drivers informed of any 
changes.

 Assist customer service, dispatching and rates departments with paperwork, 
calls, driver assistance.

 Format and input data using Excel, Word, TMW, SQL, and Crystal Reports 
software.

2002 – 2006
DOCUMENT IMAGING SPECIALIST - ABC CORPORATION

 Adheres to established operational processes for preparing medical records for 
electronic scanning, such as taping loose sheets, removing staples, and 
verifying consistent patient information.

 Follows local hospital requirements for sorting and organizing medical records.
 Uses computer, bar code technology, and scanning equipment to record and 

track all medical record information.
 Follows established quality control processes to ensure accuracy and legibility of

medical record information.
 Meets or exceeds minimum work rate standards.
 Performs other related duties as assigned Sitting and focusing for extended 

periods of time Occasional lifting of boxes of records (up to 50 pounds) Good 
dexterity of hands and fingers to sort through documents Ability to read small 
print with or without.

 Skills Used Communication skills working with a team and working alone time 
management.

© This Free Resume Template is the copyright of Qwikresume.com. Usage Guidelines

https://qwikresume.com/resume-samples/
https://qwikresume.com/free-resume-template-usage-guidelines/


EDUCATION

Commercial Drivers License with all endorsements - 2015(Western Pacific Truck 
School - Modesto, CA)

SKILLS

Medical Records, MS-Office.
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