


Jacob Groveau
2225 S Jasmine St. #317						        630.440.2646
Denver, CO 80222				        	   Jgroveau@gmail.com

Skills and Accomplishments:
· Advanced data entry experience
· Keen attention to detail
· Ability to plan, initiate, and complete deadlines on time
· Able to function in a fast paced work environment
· Steady capability to organize and prioritize workflow
· Motivated self-started with a strong desire to learn 
· Management of up 6 direct reports
· Able to weigh all information and consequences to achieve best results
· Expert level of communication skills with direct reports, peers, and management
· Fast, efficient learner and excels under pressure
· Advanced in Microsoft office including Word and Excel 
· Provide exceptional client side service
· Exceptional organizational and time management skills
· Ability to successfully multitask in order to complete operational tasks
· Capable of creating and implementing macros to improve everyday tasks
· Advanced computer knowledge including all versions of Windows as well as OSX software
· 2+ Years Collection law experience 
· Success in implementing firm wide procedures to insure compliance
· Knowledge of FDCPA rules and regulations
· Advanced knowledge of the Collections process
· Able to work under multiple Attorney and Paralegals and assist when necessary 
· Experienced in Colorado E-filing as well as using Simplifile and ICCES 

Work Experience:
· HindmanSanchez					          [August 2013- Present]
· Freedman, Anselmo, Lindberg, LLC                       [May 2011 – August 2013]
· Camp Ruff It                                                         [August 2010 – March 2011]
· Animal Rescue Volunteer						       [Ongoing]
· Petland Wheaton                                                 [January 2010 – August 2010]
· Windsor Park Manor                                       [August 2006 – November 2009]

Education:
· College of Dupage – A.A.S in Paralegal Studies    [August 2012 – Present] Current GPA 3.5
· Glenbard North High School – 3.9 GPA                        [August 2005 – June 2009]
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