555 Shelly Court, Wheeling, IL 60090  (773)780-5584  jolene.bateman@yahoo.com
Jolene Bateman
	Objective



I am self-motivated and able to work both independently and as collaborative team member. I am seeking a position where I can contribute my years of experience and maximize my organizational knowledge along with interpersonal skills which allows me to grow personally and professionally.
	Experience



October 2012 – August 2013		NBF/ CarQuotes.Com		Deerfield, IL
Administrative Sales Assistant

Customer service support for day to day operations.
Assist in the design, development, and implementation of business marketing efforts.
Sales administrative support to executives and CEO.

August 2007 – September 2012	Irving Kannett & Associates	Morton Grove, IL
Executive Sales Assistant

Manage customer service calls and receptionist duties.
Analyze weekly / monthly inventory reports from our website finding ways to improve the success rate of each website program.
Assist in accounting with files, credit card charges, and reporting for Month End/Year End Close Outs (A/R- A/P). 
Formulate and regularly update department manual.

November 2006 – May 2007		Cartridge World			Glenview, IL
Assistant Manager

Process checks for payments on accounts.
Extensive customer service and Data Entry.
Train new employees on all systems.

February 2001 – October 2006	Van Ru Credit Corporation		Des Plaines, IL
Administrative Resolutions Team Leader

Manage team of six administrative resolutions representatives. 
Assist in formulating new procedures for disability resolutions as well as maintaining and updating department manual. 
Train new administrative resolutions personnel.
Randomly monitor and audit representatives’ calls for quality assurance.
Customer Service, Extensive data entry, Posted payments to accounts.
	Education



September 1997 – December 2000		Niles North - Diploma		Niles, IL
	References

	References are available on request.
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