
Carrie A. Gardner	
518 29th Street N.W.	
Massillon, OH 4464
Cell: 330-880-6153

OBJECTIVE
[bookmark: _GoBack]A challenging position with room to grow and utilize my outstanding customer service and banking experience, strong work ethic finance background to make a significant contribution to your team.


QUALIFICATIONS
· Lead generation, cold calling, and networking
· Sales, advertising, managed 25 person call center and marketing employees, customer service
· Payroll, Accounts Payable, Accounts Receivable, Filing, Multi-line phone rotary
· CRM Sales Tool, Word Perfect, MS Works, MS Office, Quicken, Excel, MSB, RCT, Mainframe (green medows TPX), Hogan, Lotus notes, DPL, DDA, Crint, SAS, Host, Laser Pro, Centralized Document Preparation, 


EMPLOYMENT

	2014-Present Commercial Banking, Sales Support-Champaign Bank
· Supporting 5 Relationship Managers and 1 Treasury Management Officers
· Managing customer accounts and loan products
· Setting up TM Products and walking the customers through using the products
· Networking, presenting term sheets, and recommendations for small businesses 
· Provides Customer first customer service
· Review loan documents for accuracy
· Manages financial and documentation exceptions for the location

	2011-2014 Relationship Specialist, Commercial Banking-Fifth-Third Bank
· Supporting 16 Relationship Managers and 4 Treasury Management Officers
· Managing customer accounts and loan products
· Cross selling TM products with sales goals
· Networking, presenting term sheets, and recommendations for small businesses 
· First place in the country for sales presentations
· Review loan documents for accuracy
· Manages financial and documentation exceptions for the entire affiliate
· Maintains 98% customer satisfaction
· Works with all lines of business for a “One Bank Experience for our Customers”

	2010-2011 Documentation Specialist Commercial Documentation Center-FirstMerit Bank
· Validate loan package
· Review other loan related forms for accuracy
· Generate loan documents in Laser Pro
· Perform internal quality analysis
· Review post-closing amendments
· Hands on training of new employees
· Coordinate loan document release with due diligence
	  
2005-2007, Senior Sales Associate in Business Banking - KeyBank
· Customer service, sales and cross-selling products
· Ordered and corrected loan documentation
· Reviewed sources and uses of funds
· Opened and managed new checking and savings accounts
· Transferred and wired funds
· Worked with underwriting to ensure all documentation relating to due diligence was present and accurate
· Organized all documentation
· Dispersed funds 
· Closed loans
2001-2003,	Property Underwriting Screening - Nationwide Insurance
· Reviewed home inspections, remedy documents and builder reconstruction costs
· Pursued hazard and ITV issues
· Processed cancellations and reinstatements
· Regularly attained 120% on monthly efficiency report and quality of work
· Discovered new procedures to improve unit efficiency
· Exercised a wide range of decision making control

1994-2001, Office Manager - Basement Systems
· Coordinated the opening of four new offices from the ground up
· Supervised 25 immediate report employees
· Controlled all marketing including trade shows, mailing, yellow pages, call center
· Controlled lead flow, customer service, and sales appointments, trade show coordinator
· Supervised bank relations, customer financing, accounts payable, and payroll
EDUCATION
	Current, University of Phoenix, Bachelors in Finance
· Current GPA 3.3

	1993, Graduate - Washington High School, Massillon, OH.
· President of D.E.C.A. Washington Chapter
· 3rd Place - State Sales Competition

ACTIVITIES
· Nationwide Activities Association
· United Way Leaders Association
· Adopt-A-Family
· PTO Tuslaw School District-Treasurer
· Christmas Shoe Boxes
· Sponsor two children through Compassion International
· Key4Women 
· Massillon High School Class of 1993-Treasurer
			
REFERENCES AVAILABLE UPON REQUEST

