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	Education  and Training
	Bachelor of Science in Business Administration – Finances 
DeVry University – Alpharetta, GA                                                                                       February 2009

College Preparatory Diploma 

Thomas County Central High School – Thomasville, GA                                                      

	Relevant Experience
	Finances/Customer Service/Administrative

· Extremely knowledgeable of accounting principles and practices, the financial markets, banking regulation and compliance 
· Analyzing and reporting of financial data. 
· Perform financial analyzing and reporting for projects using a SAP database.

· Deliver timely financial, budget, capital, and operational variances which identify opportunities and potential areas for improvement.  

· Recommend actions to ensure compliance with laws and regulations
· Process Accounts Payable and Accounts Receivable, including credit collections.

· Perform daily cash audit and balancing cash to general ledger.
· Train new employees through the use of creative internal and external source methods while always looking to improve the business processes with innovative ideas. 
· Keep records of customer interactions and transactions, offer technical guidance, recording details of inquiries, complaints, and comments, as well as actions taken.
· Utilize planning, analysis and communication skills to keep the operating area in step with the organization.
· Contact current and prospective customers to present information and offer sustainable solutions that meet the customer expectations.
· Sell services and equipment, such as investments, and check processing services.
· Working knowledge of Word Perfect, Microsoft Office (including but not limited to Excel, Access, Outlook, Powerpoint, Publisher, Word & Microsoft Project)


	Professional Experiences  
	Service Agent, Aramark Refreshment Services, Richmond, VA 
Support service department, product database management and perform daily financial activities. 
Sales Support Representative, Lifetouch Studios, Richmond, VA
Provided sales support by leveraging existing and builder new relationships with clients, while preparing and submitting account reports to the Sales Manager.
	2010-present 
 2008-2010

	
	Financial Service Representative, SunTrust Banks, Inc, Midlothian, VA 
Provided clients and prospective clients with a full range of services and products and refer clients to appropriate channels, while staying up to date with bank and federal regulations
	2006-2008

	
	Teller B, Branch Banking and Trust (BB&T), Midlothian, VA 

Offer professional client service while performing simple and complex transaction such as accepting deposits, making loan payments, issuing money orders, cashiers checks and redeeming savings bonds
	  2005-2006

	
	Distribution Representative, Getloaded.com LLC, Midlothian, VA Coordinate and supervise the work load throughout the office 

	  2004-2005

	Company  Sponsored Training
	- Principles of Banking and Finances                                             - Customers First                                                                           

- Microsoft Office (including but not limited to Excel,                  - Business Communication

  Access, Outlook, Powerpoint, Publisher, Word)                          - Regulatory Compliance for Banking
- Time Management
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