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EDUCATION:

B.S. in Business Administrations - Emphasis in Accounting
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EXPERIENCE

Brinks- Chicago, IL

 


                                      May 2012-May 2013

Money Room Clerk

·
Processed commercial cash and check deposits

·
Verified inbound and outbound bank shipments 

·
Prepared cash orders for commercial bank customers

·
Balanced inbound ATM residual cash

Huck’s Convenient Food Store- Peoria, IL

                         December 2010- February 2012

Assistant Manager

·
Promoted from Cashier in August of 2011 to Assistant Manager

·
Provided customer service to customers and vendors of the store

·
Monitored cash and inventory while minimizing losses 

·
Enforced policies and procedures when overseeing current staff and new hires

City of Chicago—Chicago, IL




                               May 2010- July 2010
City Clerk Intern

·
Provided general information to the public regarding programs and services

·
Recorded and prepared daily work activity reports

·
Performed general clerical functions, such as filing, faxing, and answering phones

Coles Supportive Living Facility—Chicago, IL
                                                         May 2007- Aug. 2009

Office Manager

·
Entered payroll and new employee information into time management system

·
Prepared work schedule for 60 employees

·
Maintained company petty cash and credit card accounts through receipts and spreadsheet reports

·
Kept high level of confidentiality of all employee information

4 Season Heating and Air Conditioning-Bridgeview, IL                     September 2004- September 2005
Finance Receptionist

·
Processed finance applications and entered data into computer system
11832 S. Sangamon St.


Chicago, IL 60643
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