1323 3RD AVE
GREELEY, CO 80631
432-213-7376
JINNIEJIM@AOL.COM
JINNIE JIMENEZ
	Objective
	
	Seeking a position in your company that utilizes my skills where I can work in a challenging environment and expand my experience in this field.  Furthermore, utilizing said experience to increase both customer satisfaction and the overall corporate reputation. 

	Skills & Abilities
	
	Have over 5 years experience in professional leadership and management skills as well as collections.  Computer and technical literate.  Effective Communication.  Problem solver.  Creative.  Team work skills.  Plan and Organize tasks and duties.  Professional customer service skills. Bi-lingual.

	Experience
	
	Manager, Texas finance
05/17/2010 to 06/15/2012
Opened the office and followed company procedures for starting the computers for the new day.  Took payments.  Checked the money drawers to make sure they balanced out and were correct.  Made daily bank deposits. Printed up daily call and chase sheets.  Supervised employees.  Made approximately 250 to 300 calls a day while also receiving calls throughout the day.  Prepared schedules for myself and staff to chase. Created and printed up soliciting letters, payment reminders and past due notices.  Ran and printed up various reports including but not limited to daily, monthly and yearly reports.  Prepared originals for home office and filed the copies.  Strict Confidentiality used for both office employees and our customers.  Prepared office and personnel for three (3) state Audits and passed each one.  Marketed for the business.  Grew the number of open accounts from 280 to 400 regular customers (which is large for a small company).  I brought the office delinquency down from 23% to 6%.  Examined customer files for accuracy then filed the folders in its appropriate place.  I approved or rejected new loans and loan increases for customers.  I called to verify customer’s job information and residential status.  Ran credit checks on all applying customers.  Kept up with and ordered all necessary supplies for the office.  Followed procedures for closing the office and backing up office files for the day.
manager, quick kash one 
04/27/2009  to 05/14/2010
Followed procedures for opening and closing the office. Supervised employees.  Approved or denied applications for new loans. Verified customer information.  Took payments. Made daily bank deposits.  Checked all money drawers were accurate.  Strict confidentiality used.  Ran and printed up various reports including but not limited to daily, monthly and yearly reports.  Filed appropriate paper work to court for returned checks. Made daily calls for payment reminders and soliciting.  Traveled to surrounding counties to help in their office success.  Created a new documents for the office.  They worked well and were adopted by the company for further use.  
ASSISTANT Manager, MIDWEST FINANCE
02/12/2007 to 04/17/2009
Took payments. Made daily bank deposits.  Strict confidentiality used.  Alphabetized and Filed all customer information.  Made daily calls for payment reminders and soliciting.  Ran 20 chases a day.   Took the majority of processing payments, answering and making calls in order for the manager to be able to complete her job duties in a timely manner.  
medical records clerk, home hospice
10/14/2005  to  11/13/2006
Strict confidentiality used.   Created medical charts for new patients. Pulled charts daily for patients who were scheduled and responsible for routing the chart to the appropriate personnel.  I examined all documents that came in to be added in all charts for errors and completed corrections.  In coordination with established policies made sure that payer information had been verified for each patient and that all patients were called the day before to confirm appointments.  Responsible for inserting all other documents in patients’ charts in accordance with program requirements, policies and procedures.  Responsible for making sure all paperwork was signed by appropriate doctors and nurses.

	Education
	
	Howard county junior college - big spring, texas
Received a Level I Administration Certificate
Big Spring high school - big spring, texas
High School Diploma

	References
	
	Stephanie Barns
Legal Assistant, Attorney at Law Joshua Hamby, PC
432-816-4176
Paula Granado
Supervisor , Texas Pan-handle Centers
806-206-4992
Ronda Holguin
Owner/operator, Big John’s Feedlot
432-935-2070
Lillie Aleman
Sales Representative,  Texas Title and Payday Loans
432-466-5176
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