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PROFESSIONAL SUMMARY

An eager, motivated and trustworthy professional with a yearning to establish a lasting and rewarding career in the Administrative and Customer Service Industry.
SKILLS

[image: ] o Exceptional communication skills [image: ] Proficiency in MS Office o Outgoing and personable [image: ] Dependable
[image: ] Quick learner 0 50 WPM typing speed o Attention to detail o Telephone etiquette
WORK HISTORY

	09/2018 to 01/2019
	Teller
FirstBank — Louisville, CO
' Executed wire transfers, stop payments, account transfers, deposits and withdrawals.
e Trained with Personal Bankers to open and close accounts and answer complex questions regarding account details.
· Provided a high level of customer service through a friendly approach, strong professionalism and timely assistance with customer transactions.
· Assisted customers over the phone with a variety of general questions and bank transactions.

	02/2018 to 09/2018
	Teller
Elevations Credit Union — Boulder, CO
[image: ] Execute member transactions, including cash and check deposits, withdrawals, certified checks and loan payments.
· Use educated judgement for member fee reversals and loan referrals, keeping the member's best interest in mind.
· Established interpersonal relationships with members, creating value and trust in the Elevations brand.
· Trained extensively with the previous Front Desk Representative to expand my branch knowledge and serve as a 'Till in" when needed.
e Was recognized by the Summit Council for exceptional member survey scores in quarter one of 2018.

	07/2017 to 10/2017
	Sales Assistant


Bernie Moreno Companies-Airport Infiniti — Cleveland, OH [image: ] Completed necessary paperwork for vehicle deliveries. o Accompanied clients on vehicle test drives.
[image: ] Visited client's homes to assist with pairing of garage door openers, Bluetooth, and answer questions pertaining to vehicle features and operation.
06/2015 to 07/2017[image: ]    Receptionist/Service Liaison[image: ]
[bookmark: _GoBack]Bernie Moreno Companies-Airport Infiniti — Cleveland, OH ' Answered and quickly redirected up to 75 calls per day. ' Handled large amounts of money for vehicle purchases.
o Entered transactions and vehicle invoices into company database using Reynolds and Reynolds software.
Received all calls into the service department; up to 150 calls per day. o Coordinated and scheduled all service department appointments.
[image: ] Organized parts and developed procedures for large vehicle recalls.

EDUCATION

2014	High School Diploma
Medina County Career Center - Medina, OH Business and Marketing Technology
2014	High School Diploma
Brunswick High School - Brunswick, OH
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