
                                                                                 Rose Rubatti-Rinaldi
          138-30 78th Avenue Flushing, New York, 11367    Cell: (201) 978-5787 E-mail rrubattiw@hotmail.com 
  SUMMARY OF QUALIFICATIONS
· Extensive years of experience in the administrative sector  specializing in bookkeeping

· Effective in developing and implementing new processes to support a seamless transition

· Strong organizational, communication and time management skills

· Data driven and proficient in gathering information from diverse sources
· Able to type 45 words per  minute                                                                                                                                                                                                                           
· Completed a class in Data entry                                                                                            04/2011-06/2012
· Temp jobs with Midtown Groups              19forms                                                            11/2013-12/2014                                     
JPMorgan Chase                                                                                                                                    Brooklyn, NY
                                       Receivables Operator and Administrative Processor                                
                          08/2005- 04/2011                        
· Communicated and followed up with multiple parties to ensure daily deadlines are met  in a timely manner

· Transported customer checks and sensitive correspondences, organizing them into time-critical trays which are delivered to high speed imaging machines for processing

·  Performed catalog support for check process in absence of  teams members  

· Tracked and record 300 incoming checks and insurance documents on a daily basis
· Acknowledged by over managers for implementing an efficient system which resulted in rapid turnaround time of project completion.       
        JPMorgan Chase Awards

· Zero Hero Awards: recognized 14 times for achieving error-free processing.

· Employee of the Month Award
· GEM Go Extra Mile Award: nominated by team members for effectiveness in motivating others

· And boosting morale, collaboration, and individual contributions.         
· Completed classes of Microsoft Word, Excel, PowerPoint and Outlook                      09/2011-062012                                 
Adecco                                                                                                                                                     Jersey City, NJ                                         

Office Clerk                                                                                                                                             01/2003 - 08/2005                                                    
 I supported management teams by performing administrative services. Quickly learned and proficiently utilized new equipment. 

· Performed data processing and payroll research using employee information systems.

· Input timesheets into payroll database system.

· Filed employee timesheets
JC Penny                                                                                                                                                  Jersey City, NJ                                                                                                                                         Senior Inventory  and Receivables Clerk                                                                                          03/1992-12/2002                                                                                                                                                                                                                                                      
Ensured that customer purchase needs were met and that store inventory was very well organized for seasonal and other sales priorities. Also did purchasing order for clients and call them for payments.
· Reconciled all incoming stock with control documents. Cataloged over and under receipts.

· Performed data processing, logging all merchandise into the database and printing reports.

· Commended by clients for courteous, highly efficient service tailored to individual needs.
· When I was at JC Penny I did volunteer work  to raise money for the March of Dime
· Sometimes I will help out in chargeback when it is needed.
Volunteer Work                                                                                                                                     Union City, NJ                                                                                                                                                                                                                                                                     
Salvation Army                                                                                                                                                             
· When I was in high school I volunteer for three years for the Salvation Army                                                                                                                          
· Distribute foods, clothing and accessories up to 300 people on a weekly basis 

· Support and  ensure senior citizens are safe and comfortable during weekly trips
Education        
Associates Degree in Business Administration, Robert Walsh Business School                          Union, NJ                                                                                                                                            

