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      Brenda J

      
        Central Records Coordinator
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Information & Record Clerk
          	
            Location:

            
              Aurora, CO
            
          	
            Education Level:

            High School/GED
          	
          Will Relocate:

          YES
        


  

  






  Description

  
    

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	Hogan & Hartson LLP	

				(Confidential)

				6/2002 - 2/2007
	Brownstein Hyatt & Farber	

				(Confidential)

				3/2000 - 6/2002
	Capitol Federal Savings 	

				(Confidential)

				3/1997 - 3/2000


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Shawnee Heights High School	General	1992	
              
                High School/GED Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    
    
  

  

  
    

    Job Skills

    
      	Excel	
	Faxing	
	Filing	
	Copying 	
	Mail Distribution	
	Microsoft Office	
	Data Entry	
	Answering Phones	
	Internet 	
	Interpersonal Skills	
	Verbal Skills	
	Written Communications Skills	
	Telephone Skills	
	Meeting Planning	
	Calendar Management	
	Migration of Data	
	Windows	
	Contract Negotiation		
	Budgeting		
	Negotiation		
	Vendor Selection		
	Training		
	Time management and organizational skills	
	Presentation Skills	
	Problem Resolution	
	Coding and Processing	
	Logical reasoning	
	Partner Realtions Building	
	Sales Support	


    

    
  

  

  

  
    

    Responsibilities

    
      Database Administrator; Hiring new employees
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