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<INSERT Candidate’s full name>
Skills

	Skill
	REQUIRED
	Years Used
	Last Used

	Prior experience researching and auditing files; converting and organizing into digital formats.
	Required
	1
	

	Knowledge of file conversion process (e.g., TIF to PDF).
	Required
	
	

	Prior experience managing digital storage systems.
	Required
	
	

	Strong written and verbal communication stkills.
	Required
	
	

	Strong organizational skills with ability to work independently.
	Required
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Employment History
<List candidate’s relevant employment history>		


		1
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