	imelda arriaga
	1413 Holloway Drive, Plymouth, INdiana, 574-261-5998, iarriaga1413@yahoo.com

	Experience
	
05/2010 TO Present
	Pro Resources Staffing
	Plymouth, Indiana

	STaffing specialist
Recruit applicants
Advertise and market 
Host/attend job fairs, open houses
Screen and Interview applicants
Complete orientation for hired applicants
Complete drug screens/background checks
Complete required testing for job assignment
Process weekly payroll
Complete weekly employee reports
Complete client specific reports
Monthly audits
Client visits
Follow through with workers compensation claims





	12/2007 TO 12/2009
	Check Smart
	Elkhart, Indiana

	STore manager
Cash personal and payroll checks
Process payroll advances
Issues money orders and prepaid debit cards
Process Western Union transactions
Daily drawer balances
Make collection calls
Monthly audits
Employee scheduling
Vault attendant
Set and complete daily/monthly sales goals
End of month balancing
 Daily opening and nightly closing of store

	 4/2007 to 12/2007
	Check Smart
	South Bend, Indiana

	Customer Service/Teller
Cash personal and payroll checks
Process payroll advances
Issues money orders and prepaid debit cards
Process Western Union transactions
Daily drawer balances
Make collection calls
Daily opening and nightly closing of store






	04/2006 TO 04/2007
	Midwest Spring Mfg Co.
	Mentone, Indiana

	Accounting Assistant
Accounts Payable/Receivable
Month End Balances
Report Logs
Customer Service; answer and direct incoming calls


	6/2000 to 12/2005
	1st source Bank
	Plymouth, Indiana

	Bank Teller/Customer Service
Personal Banking- check cashing
Business Banking- account deposits
Issues money orders and cashier’s checks
Sell and redeem traveler’s checks
Process credit card cash advances
Daily balancing of cash drawer
Vault attendant- distribute and balance cash vault
Daily and month sales goals


	Education

	Tri-State University
	Angola, Indiana	
				

	BAchelors of Science in Criminal Justice
President’s List
Dean’s List

	References

	References are available on request.



