BRITTANY MELSON
16363 East Fremont Avenue
Aurora, Colorado  80016
Email – brittanyo1318@yahoo.com

Phone:  (713) 575-0616


OBJECTIVE

Seeking an opportunity to add value by contributing my experience and knowledge while seeking        avenues to grow professionally. I will offer excellent communication, analytical and problem solving skills. Effectively operates in a team environment while focusing on solutions, and customer satisfaction.
                                    
                                         SUMMARY OF QUALIFICATIONS

 Clerical Administrating Skills in Finance & Funding.
 Ability to multi-task, prioritze and manage time well, motivate others,
 accept responsiblity and make decisions.  Good oral and written communication skills.


                                                       EXPERIENCE

December 2011-Present          Texas Direct Auto                      Stafford, Texas

Supervisor                       Clavin White	713-516-7334 


Credit Analyst / Finance
     •     Receive online credit applications for auto loans from web-sites and various partners.
     •     Handle pre-approved arrangements. 
     •     Prepared financial and internal reports as required.
     •     Maintained satisfactory dealer relations with all acceptable dealers.
     •     Successive moves involving title advancements, increased portfolios and lending authority. 
     •     Attributed to high volume sales of 1500 vehicles sold monthly and 1 million in finance.
     •     Evaluating 45-60 credit bureaus daily to submit to appropriately  banking institution.
     •     Handling high volume calls averaging 80 - 120 monthly.
July 2009 - December 2011     KING AUTO SALES                Katy, Texas
Supervisor                     Janine O'Conner                    832-228-4005

Book keeping/ Receptionist	
· Greets and directs visitors, as and when appropriate; resolves routine administrative problems and answers inquiries concerning activities and operations of department/division; accepts, screens, and routes telephone calls; maintains log of inquiries as required.
· Performs a range of staff and/or operational support activities; may serve as a liaison with other departments on basic administrative and/or operational matters.
· Sorts, screens, and distributes incoming and outgoing mail; drafts or prepares responses to routine inquiries; prepares photocopies and facsimiles, and operates a variety of office equipment.
· Establishes, maintains, processes, and updates files, records, certificates, and/or other documents.
· Orders, stocks, and distributes office supplies.
· Performs basic, routine bookkeeping functions, which may involve simple billing and cash receipt activities.

                                                         EDUCATION
2005 - 2009  Foster High School                                               Richmond, Texas
2009-  2010  Houston Community College                                            Katy, Texas    
     •     Major in Business 
     
                                            References
Shane Sims
713-446-9243
Houston, TX
Supervisor 
Known four years

Brian Stranes
832-273-0384
Stafford, TX
Work Associate four years  

Nikki Yackel 
832-330-5802
Richmond, TX
Work Associate four years 
   
