
Robert Smith 
Scanning Technician

PERSONAL STATEMENT

To obtain a Scanning Technician where I can build on my experience in 
becoming a fully licensed Electrician. Looking to eventually expand into 
renewable energy since it will be the future of electricians. Also I am very 
people friendly, and can work great in teams or individually but tend to take
leadership if given the opportunity.

WORK EXPERIENCE

Scanning Technician
ABC Corporation -   2014 – 2014 

Responsibilities:

 Responsible for new Scanning and Document Preservation department.
 Managed projects for clients to include the conversion of paper 

documents to electronic documents.
 Created a file structure and populate database to house electronic 

documents.
 Tripled knowledge base and became go-to scanner for Johnston branch 

Developed new scanning process that halved the time required Trained 
other.

 Traveled to Health care facilities to scan Health Records of the patients 
so that the health officials can be paperless.

 Created reports based on workload and utilization, track the progress of 
databases.

 Steered the Six Sigma verification check on scanned documents to 
ensure accuracy Scan and index reports into our Application Xtender 
Document Manager.

Scanning Technician
Delta Corporation -   2010 – 2014 

Responsibilities:

 Blackfoot, Idaho Retrieve order requests from out-lying offices via FAX 
and email; organize and set up the file for said order requests; answer.

 Contracted to convert a paper medical records system into electronic 
records in PowerFlow + Answered phone calls and + Took patient blood 
pressures, .

 Scanning 30-100 charts per appointment.
 The abstraction of Emr and paper patient charts for timely submission 

to the New York-based medical analytics company.
 Worked on the Aetna Insurance auditing project.
 Self- Taught electronic medical record programs.
 Manager - Jared Milligan - [] x123 Prepped, scanned, and indexed 

documents for access online.

Education

Diploma In Technician
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CONTACT DETAILS

1737 Marshville Road, 
Alabama
(123)-456-7899
info@qwikresume.com 
www.qwikresume.com

SKILLS

Administrative Assistant,
Accounts Payable, 
Customer Service.

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)
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