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Robert Anderson, Jr.

723 Goodrich Court Platteville, CO 80651


csprguy83@gmail.com     (303) 709-0416

Relevant Experience


Excellent ability to communicate both written and orally  


Ability adapt well to people of varying backgrounds and personalities


Strong organizational skills, detail-oriented, and highly efficient working in a fast paced environment


Process outgoing and incoming mail, as well as operating a Pitney-Bowes Mail Meter


Public Relations

Technical Skills


Microsoft Office Suite


Westlaw


Microsoft Internet Explorer


DOS-based Programs

· FiServ Banking Programs


TellerVision


Reynolds and Reynolds Dealership Operations 


NMLS/Safe Act Registered


Licensed as State of Colorado Notary Public

Employment History

Academy Bank




 2011-Present


Branch Manager 


Assistant Branch Manager


Personal Banker


Hired coached, and developed a successful team in both customer service and sales

· Increased net account sales by 16% in 11 months


Prepared and updated employee schedules to effectively serve company’s needs


Oversaw branch adherence to bank's operational compliance and security policies


Assisted customers with financial transactions and addressed concerns and complaints


Opened new accounts and recommended upgraded services to customers based on personal needs


Balanced and audited cash drawers and vaults

Greiner/Schmidt Motor Company


2007-2011


Quicklane Assistant Service Manager


Assistant Service Manger


Service Coordinator


Answered incoming calls to schedule customers for repairs/maintenance


Communicated between technicians and customers regarding vehicle status


Suggested repairs based on mileage or other findings during the oil change


Utilized time management skills to ensure customer's oil changes were performed in a timely manner


Acted as the main line of communication between repair technicians and customers regarding repairs and progress or completion times


Planned and scheduled customer repairs and maintenance for technicians


Invoiced and closed repair orders for warranty claims and internal accounts

First Interstate Bank 




2006-2007


Teller


Assisted in Public Relations


Processed cash transactions


Balanced a cash drawer


Cross-sold bank products and services


Found solution opportunities for customers

Wells Fargo Bank




 2004-2006


Teller


Assisted in Public Relations


Processed cash transactions


Balanced a cash drawer


Cross-sold bank products and services


Found solution opportunities for customers

Social Security Administration 



2001-2004


Office Aid


Researched complicated inquires regarding benefits


Answered incoming calls


Prepared out going mail and files


Education


Associates of Arts - Paralegal Studies    
Casper Community College, Casper, WY


