JOCELYNE BOUMBA
626 E Sherman Street
Mt Vernon, IN 47620
email: jboumba@gmail.com
Phone: 347-636-4705


	SKILLS




	· Project management skills 
· Self-starter with ability to work independently and as part of a team 
· Good communication skills  
· Customer service and organizational skills
· Ability to work against daily deadline 
· Ability to manage multiple projects, tasks and priorities to achieve desired goals
	· Account Management
· Quick to learn and adapt easily to new environment
· Advance Knowledge on most Pack office Microsoft/Word/Excel/Access/PeopleSoft/
· Quart




	PROFESSIONAL EXPERIENCE



Aug 2014 to Nov 2014 – Kenco/Mead Johnson-KPQC Associate
Worked as a temp for Omnisource as KPQC associate for packaging infant formula.

Nov 2006- May 2014- SourceMedia- New York- Fiduciary Communications Company –Client Services Administrator
· Process, create and update municipal redemption bonds on behalf of trust bank
· Maintain Bonds master database for various corporate trust bank
· Work as a liaison between Trust Bank and different financial agency regarding dissemination of bonds
· Placement and dissemination of legal notices worldwide
· Train new employees on policies and procedures. 
· Run daily closing, weekly and monthly report regarding billing and bonds
· Provide affidavit to clients regarding bonds
· Maintain and set up Ezdisclose (in house software) clients credentials 

2004-2006 – Thomson- New York- Fulfillment- Lead Client Account Representative
· Supervise and insure the fulfillment of various publications for subscribers (hardcopy and electronic copy)
· Act as liaison between client and internal departments
· Communicate with other vendors for the clients as needed
· Execute all work orders
· Insure that all activities comply with audit bureau standards, if applicable
· Document procedures, changes and policies affecting the client
· Understand client’s business and goals and help determine best solutions
· Provide guidance to client on new programs 
· Accounts Receivable

2000-2004 Firstdata – Account Representative
· Cash Applications of check, wire and credit cards
· Collections of outstanding balances
· Maintenance and reconciliation of customer accounts
· Daily, weekly and monthly reporting
· Maintain required records, reports and files in an organized manner
· Assist in establishment and maintenance of internal controls, policies and procedures
· Special Projects as assigned


1994-1998 Jewelway International Inc., Tucson, Arizona- Order Processing Supervisor
· Oversaw MailRoom, Order Processing And Cash Receivables
· Customer Service, including French Canadian account
· Database Management
· Troubleshooting
· Monthly and weekly reporting
· Manage annual client conference
· Train new employees on policies and procedures. 

1992-1993 Gabon Informatique – Libreville- Database Technical Support
· Provided computer services
· Provided software training


	EDUCATION




  1991 - Bachelor in Science (Eastern Washington University)
 	Major Management Information System
	Minor Business Administration


	INTERESTS




Sport: Power walk, Hiking
Voyages: Europe, North America, Africa
Movies, Reading

