Hayley DeAnne Pohm 
1995 E Coalton Road #79-102 Superior, CO 80027
Cell: (970) 980-1444 Email: HayleyDWise@hotmail.com

Business Skills
· 7+ years Receptionist/Administrative Assistant/Clerical experience
· 7+ years Customer Service experience
· 5+ years Data Entry experience
· 2+ years Medical Office experience
· 1+ years Accounts Payable experience
· 2+ years Teller/Banking
Microsoft Windows, Word, Excel, PowerPoint, Internet Explorer, Outlook, Printers, Switchboard, Scanners
Telephone Etiquette, Keyboarding, Communication, Customer Service and Listening Skills
Professional, Fast Learner, Reliable, Honest, Organized, Adaptable, Motivated, Patient, Friendly and Respectful
Work Experience
JPMorgan and Chase 
Manager Sue Rainey (847) 488-5309
Elgin, IL
April 2013 – June 2014
· Commercial Credit Card Fraud Prevention Analyst (call center environment)
· Analyze daily suspect information and review detailed fraud detection information from various sources that provide suspect or unusual activity requiring research and follow-up
· Provide  prompt and appropriate action to identify suspected transactions to prevent potential losses
· Take inbound inquiries and make outbound calls to inquire about fraud on accounts
· Give exceptional customer service to all cardholders

Firstbank Holding Company     (480) 551-9500
June 2012 – February 2013
· Bank Teller
· Responsible for balancing and managing $10,000 cash in drawer and dual control balancing vault and ATM
· Handle all customer inquiries including deposits, withdrawals, and account issues
· Processing account transactions and verifying funds 
Northwest Trustee Services/ FEI, LLC     (425) 502-2849 
January 2012 – May 2012 
· Publication customer service representative 
· Proof read and  process legal publications for newspapers in the northwest states
· Process incoming foreclosure affidavits
· Place orders for future publications and data entry 
ADP Screening and Selection Services (through Volt Temp Agency)     (970) 494-2000
June 2011 – December 2011
· Customer Service and call center representative
· Fulfill criminal history reports following state compliance laws on a time restraint 
· Interact with multiple government and private agencies to process necessary information
· Receive and process customer complaints, concerns and inquiries 
Rocky Mountain Chiropractic       (970) 674-0147
April 2009-February 2011
· Back office assistant (e.g. therapy, x-ray film processing)
· Create new patient files and maintain existing files
· Front office duties (answer phones, take messages, greet patients,  and set up appointments in a efficient manner)
· Filed contracts and invoices




Wexler Video (818) 846 – 9381
Supervisor: (formally Paula Hill) Yasmine Flores (ext. 560)
February 2008 – November 2008
· Accounts Payable associate
· Entered invoices and expenses in system
· Reconciled vendor accounts, built relationship with vendors
· Managed petty cash and prepared reports
April 2007 – February 2008
· Receptionist using a 12 line switch board
· Filed contracts and invoices

Education
Front Range Community College, Ft. Collins, CO - September 2004 – December 2005
· Took business and core classes
Make Up Designory, Burbank, CA - Graduated in January 2007
· Experienced Professional Make Up Artist
Cheeks Beauty Academy, Ft. Collins, CO - Graduated in December 2010
· Licensed Esthetician/Skin Care Consultant
Windsor High School, Windsor, CO  80550 - Graduated in May 2004
