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Los Angeles

www.qwikresume.com

PROFESSIONAL SUMMARY

With a decade of extensive experience as a Scanning Technician, I

excel in digitizing and archiving complex documents. My expertise in

advanced scanning technology ensures impeccable quality control

and data integrity. I am dedicated to optimizing workflows and

enhancing electronic record management, contributing to

operational success and team collaboration.

WORK EXPERIENCE

 Apr / 2019-Ongoing



Scanning Technician

Pineapple Enterprises Santa Monica, CA

1. Managed the digitization of medical records, ensuring compliance

with regulatory standards.

2. Facilitated communication with patients and healthcare providers

to gather necessary documentation.

3. Executed quality control checks on scanned documents to

maintain high accuracy.

4. Organized and archived digital files for easy retrieval and reference.

5. Conducted audits to identify and rectify discrepancies in electronic

records.

6. Mentored new employees on scanning procedures and best

practices.

7. Coordinated with other departments to streamline document

processing workflows.

 Apr / 2015-Apr / 2019



Scanning Technician

Cactus Creek Solutions Phoenix, AZ

1. Prepared and processed medical records for scanning, ensuring all

documents were complete.

2. Collected and sorted medical record forms for efficient handling

pre- and post-scanning.

3. Verified image quality and accuracy of scanned documents during

and after the scanning process.

4. Maintained confidentiality while managing sensitive information.

5. Entered alphanumeric data into internal databases with precision.

6. Organized and filed confidential documents, ensuring secure

access.

EDUCATION


Apr /
2012

-
Apr /
2015



Associate of Applied Science in Computer

Technology

Tech Institute of Technology Seattle, WA

Focused on technical skills related to document management and

scanning technologies.

SKILLS

Bilingual In Spanish And English

Proficient In Microsoft Office Suite

Record Keeping

Archiving

Metadata Tagging

Pdf Conversion

INTERESTS

 Podcasts  Language Learning

 Dancing  Cycling

STRENGTHS

 Intuition  Leadership

 Listening  Mentorship

LANGUAGES

English Swahili French

ACHIEVEMENTS

Streamlined document retrieval processes,

reducing access time by 30%.

Achieved 99% accuracy in document

scanning and data entry.
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