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Abbie Gaetz
Skills Summary 	
	· Register Use
· Data Entry 
· Written Correspondence
· General Office Skills
· Phone Skills (Inbound and Outbound)
	· Computer Knowledgeable
· Customer Service 
· Administrative Duties
· Invoicing
· Management


	· Filing Skills
· Microsoft Excel
· Microsoft Word
· Microsoft Excel
· Scanning 
· Copying




Professional Experience 	
CUSTOMER SERVICE: Cashier 
· Quickly learned how to use a register.
· Attended two “Be The Best” customer service seminar.
· Learned how to keep customers happy with the company by providing the best experience for them as possible.
· Learned how to be a team player in the work environment.
Finance industry: compliance
· Gained data-entry experience.
· Mastered the use of company programs:
· AS400
· Daybreak
· Microsoft Express
· Microsoft Word
· E-Oscar
· Collect One
· Infotrac

· Worked on numerous assignments with different departments of the company:
Compliance: 
· Worked with original documents
· Worked in the mail room.
· Hand Addressed letters.
· Pulled and mailed original documents.
· Updated accounts in AS400.
· Scanning
· Copying
Consumer Sales Finance:
· Changed account status’ of special handling customers in Collect One.
· Updated return mail in Daybreak.
· Updated accounts in Daybreak.
· Hand addressed letters going to special handling customers.
Bankruptcy:
· Stopped credit bureau reporting on customers in bankruptcy.
· Purged files that were no longer in bankruptcy.
· Updated bankrupt client’s statuses in Collect one.
· Processing new bankruptcy notices.
· Sent out important bankruptcy information.
· Checked Pacer for bankruptcy filings.

Recovery: Customer Service
· Work on the phone while typing and flipping through screens.
· Work with Excel to update company spreadsheets.
· Knowledge of over 5 of the company’s databases.
· Work with customers to make sure they understand the terms and conditions of their recently acquired loan. 
· Handled occasionally difficult customers.
· In charge of Return Mail
· Handling both inbound and outbound calling on a phone system
Graylia LLC: Account Manager
· Manage the day to day running of the business
· Manage a small staff
· Do training on different sales systems
· Manage invoices
· In charge of hiring


Employment History 	
PREFERRED CREDIT INC. –  St.Cloud, MN
Compliance, November 2008 to July 2013 
CASHWISE FOODS – Waite Park, MN
Cashier, December 2007 to November 2008
WENLOW/GRAYLIA- St.Cloud, MN
Account Manager, September 2013 to Present
Education 	
CATHEDRAL HIGH SCHOOL – St.Cloud, MN
Attended: 2005-2009 Graduated with a High School Diploma
ST.CLOUD TECHNICAL AND COMMUNITY COLLEGE – St.Cloud, MN
Attended: 2008-2011
College Degrees	
ASSOCIATES OF ARTS DEGREE- Obtained December 2010 from the Saint Cloud Technical and Community College.

ASSOCIATES OF SCIENCE DEGREE IN BUSINESS MANAGEMENT- Obtained May 2011 from the Saint Cloud Technical and Community College.

References	
Katherine Barthelemy- Wenlow/Graylia- Co-Worker – 320-291-3055

Bridget Pauna- Preferred Credit Inc. – Supervisor – 320-980-2244
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