N. Jeani Utt

10050 E Harvard Ave # 610B
Denver CO  80231
Cell:  317-666-2401
Jeaniutt@yahoo.com
Work Experience:

1984 – 2010       Regions Bank, formerly Union Planters, formerly American National Bank

7447 E. 116th Street
Fishers, IN 

Position:

Customer Service Representative

Receives and pays out moneys and maintains accurate records of all transactions. Cashes checks within assigned limits. Accepts savings/deposit withdrawals, accepts loan/credit card/utility and other payments, and verifies signatures. Balances cash drawer and prepares settlements of teller cash and proof transactions; issues money orders, cashiers and travelers checks and issues or redeems savings bonds.  Opens vault and receives and processes night deposit vaults. Opens, replenishes and balances ATM. Opens and closes safe deposit boxes; assists in soliciting new business by answering customer questions and referring to other products and services.
1980 - 1984

Infoserve, Inc.

American National Bank Building

302 Main Street

Vincennes, IN 47591

Position:

Computer Operations, Computer Scheduling, Data Entry, Input and Output Balancing, Report Distribution, Tape Librarian, Customer Service, On-Line console operations, and testing for the Programming Department. In addition, I have worked as and Administrative Assistance whose responsibilities included customer billing, center budgeting, accounts payable, secretary, and receptionist.

1977 - 1980

American National Bank

302 Main Street

Vincennes, IN 47591

Position:

Data Entry Keypunch

American National Bank signed a Facilities Management contract with Infoserve Inc. to manage the data center.  All personnel became employees of Infoserve, retaining all present responsibilities previously held with American National Bank.

Special skills:

 
Microsoft Windows, Word for Windows, Excel, Lotus 123, Access, Microsoft Power Point, Corel WordPerfect 8.0

Florida Software

DOS/VSE JCL

Eight years computer data entry

One year computer operations experience

Average 14,000 to 15,000 kph

Personal References:

· Sandy McGowan

German American Bank, Vincennes IN

Contact:  sandy.mcgowan@germanamerican.com
812-882-4528 ext. 4155

· Barbara Lowe

Regions Bank, Vincennes IN

Contact:  Barbara.lowe@regions.com
812-885-6511

· Sandra Scheper

Regions Bank, Fishers IN

Contact:  sandra.scheper@regions.com
317-913-1295

