[bookmark: _GoBack]Bruce Taylor
Athens, GA 30606
Taylor1406@yahoo.com
Home: (706) 207-3098

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                              SUMMARY OF QUALIFICATIONS 
                                                                                                                       
· Over 18 years of administrative, financial  managerial experience
· Recognized by subordinates, coworkers and supervisors as a self-starter, team player and possessing excellent interpersonal skills
· Acknowledged by supervisors and peers for providing outstanding customer service, internal and external to the organization

EDUCATION 

                                                                                                                                                                              
Clemson University, Clemson, SC                                                                                                                                       Major: Business Management, 1991                                                                                                       
Cedar Shoals High School, Athens, GA
Georgia High School Diploma, 1986                                                                                                                        


EXPERIENCE
Store Manager, Badcock Furniture-(2012-2014)
 Managing a low volume retail furniture store

· Approving customer application upon reviewing credit bureau
· Job duties included increasing sale from 500k account receivable to $900,000
· Trouble shooting customer services issues while providing good customer services
· Collection of accounts

Store Manager, Farmers Furniture-(2010-2012
 Managing mid-sized furniture store in small town location is S.C.

· Approving loans 
· Correspondence with financial P/L 
· Collection account							  
                        
                                                                                                                                                         
Loan Officer, Citibank, Athens, GA    (2000 -2009) 
Responsible for managing and maintaining Account Receivables of over 3.2 million dollars a month: (company now closed) 
        
               Approved financial auto loans up to $50,000
· One of  two people in charge of  visiting 17 different car dealership
· Verified customer credit information
· Inputted customer credit information accurately  
· Attended classes regularly to maintain current knowledge and information on changes in the credit world
· Prepared correspondence, financial reports and documents 
· Answered telephones, greet dealers,  and coordinated work flow of office


Account Manager, Heilig Meyers Company, Athens, GA (1995-2000)
Responsible for office managerial duties of furniture store employing 18 employees: (company now closed)

· Made daily bank deposits
· Data entry of new customer account information
· Verified customer credit reports
· Hired and trained new employees
· Prepared and processed employee time and attendance reports and payroll

Office Manager, Covington Credit of Athens, GA   (1991-1995)
Responsible for managing office:

· Supervised office staff of 4
· Made daily bank deposits
· Verified and approved credit applications
· Hired and trained employees                                                                                                                                                                                                                                                                                                                                                                                                                                     
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KNOWLEDGE, SKILLS AND ABILITIES  



Superior office administrative, managerial and accounting skills;

Experienced in using Microsoft Office Program (Word, Power Point, Excel, etc.) (40 + wpm typing speed)

Knowledge of accounting principles and practices

Extensive knowledge of Extending Credit and laws on customer privacy act




REFERENCES


Bobby Harris,
 Athens GA 30606
(478) 361-8858


Mike Stokes
Atlanta, GA  
(404) 386-8320


Mark Hansford
Attorney of Law 
Atlanta, Ga
(404) 964-4080
