Lynne Meyer

∙ San Francisco, CA  94116 ∙

∙ Please contact: Erica Klescewski (415) 255-7200 x 179 eklescewski@thearcsf.org ∙

WORK EXPERIENCE

2005-2006   Research Clerk - State Compensation Insurance Fund, San Francisco, CA

· Researched policy numbers for various insurance forms

· Prepared envelopes for mailing

· Distributed forms to various locations

2003-2004   Mail Clerk - State Compensation Insurance Fund, San Francisco, CA

· Opened and sorted over 950+ pieces of mail daily using Opex Machine

· Sorted and routed forms to various office locations and departments

· Prepared letters and other items for mailing

· Verified various accounts and dollar amounts accurately

· Accurately distributed forms and checks to various locations

1998-2001   Quality Control- Bank of America (Nelson Staffing)   San Francisco, CA

· Prepared remittances of customer payments

· Filled out correction forms, provided & routed corrected information to supervisor

· Confirmed voucher & tax reports from departments to ensure accuracy

· Filed reports into labeled binders and sent out supplies to customers

1984-1996       Payroll Specialist - A.D.P. Inc, San Francisco, CA

· Followed A.D.P. prescribed instructions for processing payroll on time

· Sorted payroll by company I.D. number for efficient distribution

· Prepared and faxed labels to regional offices

· Mailed payroll checks to different locations

· Inserted checks and statements into envelopes and prepared for mailings

· Operated FedEx tracking machine, and U.S. Postage machine accurately

1969-1984       Payroll Specialist - Bank of America, San Francisco, CA

· Sorted payroll by company I.D. number for efficient distribution

· Typed forms and mailing labels for payroll

· Organized payroll for messenger service pickups

· Inserted checks and statements into envelopes and prepared for mailings

EDUCATION

City College of San Francisco, In-Design computer course            

2006

City College of San Francisco, Excel, MS Word, and Access Computer Courses   2004 

City College of San Francisco, MS Office 2000 Computer Course

2002-2003

COMPUTER SKILLS

MS Word, Excel, Access, PageMaker, In-Design, QuickBooks, Data entry, PowerPoint 

OTHER STRENGHS

Clerical abilities including typing 50 wpm, filing, faxing, copying, sorting and mail distribution 

Sensitive to issues of confidentiality and privacy

Excellent communication with all levels of staff, management & clientele

