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HIGHLIGHTS OF QUALIFICATIONS

· 10 years of experience using computers and Microsoft Office related programs.
· [bookmark: _GoBack]Set customer appointments, filed tax documentation, and organized payment systems using Word and Excel programs.
· Conducted background and credit checks on customers, typed and filed various documents using Word and Excel programs.
· Assistant manager of 6 payday and title loan sub-companies
· Typed, filed, and maintained various loan documentation.
· Organized and maintained office supply request orders.

Management, Supervision & Training 
· Trained and supervised 4 employees on computer and filing systems.
· Managed a training program for 3 employees on office management and clerical responsibilities.
· Directed the supervision of 9 employees working in demanding and stressful situations.

EMPLOYMENT HISTORY

· February 2010 to November 2010	Bartender			Pin-ups Bar and Grill	 
· July 2007 to December 2007 	Waitress/Bartender	       	Hideout Bar and Grill
· April 2005 to January 2007	 	Housekeeper		       	Maid to Shine
· January 2005 to April 2005	     	Administrative Assistant	Jims Tax Service
· July 2004 to December 2004     	Assistant Manager             	Security Finance
· June 2003 to May 2004           	Collections Specialist          	ABC Cash N Go



EDUCATION AND TRAINING

· 1 semester of medical office management at Kaplan University.

