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PROFESSIONAL SUMMARY

Enthusiastic Scanning Coordinator with 2 years of experience in
enhancing document workflows and ensuring data integrity. Adept at
utilizing advanced scanning technologies to optimize operations and
maintain high accuracy. Committed to improving efficiency and
contributing to team success through effective process management
and attention to detail.

WORK EXPERIENCE

 Apr / 2024-Ongoing



Scanning Coordinator

Pineapple Enterprises Santa Monica, CA

1. Streamlined document preparation and scanning processes to
enhance workflow efficiency.

2. Executed quality checks to ensure accuracy of scanned
documents.

3. Maintained and updated scanning equipment for optimal
performance.

4. Collaborated with team members to improve document
management practices.

5. Trained new staff on scanning protocols and technology usage.
6. Utilized software for organizing and storing scanned files

effectively.
7. Monitored inventory of scanning supplies to ensure availability.

 Apr / 2023-Apr / 2024



Scanning Coordinator

Crescent Moon Design Portland, OR

1. Coordinated with management to implement special scanning
projects and promotions.

2. Performed regular audits of scanned documents to ensure
compliance with data integrity standards.

3. Assisted in the development of digital archiving strategies for
improved access.

4. Provided technical support for scanning equipment and software
issues.

5. Documented scanning processes and created user guides for
future reference.

EDUCATION


Apr /
2022

-
Apr /
2023



Associate of Applied Science in

Information Technology

Tech University Denver, CO

Focused on data management and document processing
technologies.

SKILLS

Systematic Approach

Technical Support

Scanning Technology Utilization

File Retrieval

Record Digitization

INTERESTS

 Home Brewing  Wildlife

Conservation

 Running  Public Speaking

STRENGTHS

 Willingness  Wisdom

 Zeal  Ingenuity

LANGUAGES

English Mandarin Dutch

ACHIEVEMENTS

Reduced document processing

time by 20% through workflow

optimization.

Achieved 99% data accuracy in

scanned documents, enhancing

operational efficiency.
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