Jennifer Vanderbossche
1948 E. 114th Ave
Northglenn, CO 80233
(586) 489-5111
jenvanderbossche@yahoo.com

SUMMARY OF QUALIFICATIONS
· Compiled finance department profit reports using both Excel spreadsheets and manual methods.
· Input billing information and customer credit applications.
· Purchased supplies, scheduling, generated invoices and prepared work quotes.
· Generated work orders for new car preparation for customer delivery.
· Completed signing of finance documents with clients one on one.
· Screened general manager's incoming phone calls.
· Engaged customers in person, by telephone and via e-mail.
· Relieved service cashier, sales cashier and billing department when appropriate.
· Answered multiline telephone system.
· Sold new and pre-owned vehicles.
· Completed title paperwork in accordance with state and local regulations.
· Assembled funding packages and sent to banks. 
· Compiled pre-owned title inventory and title due log.
         
PROFESSIONAL EXPERIENCE
MURRAY MOTOR IMPORTS, Glendale, CO 
Receptionist, Title Assistant, eSales Agent  Mar 2012 – Feb 2014

TERRIFIC HOUSE CLEANING, Chesterfield, MI
Owner, Jan 2001- Oct 2011

MEL FARR FORD, Oak Park, MI 
Finance Assistant, Sep 2000 – Jan 2001

JEROME DUNCAN FORD, Sterling Heights, MI 
Finance Assistant, Aug 1999 – Jun 2000

ROYAL OAK FORD, Royal Oak, MI 
New Car Sales, Apr 1999 – Jul 1999

DORIAN FORD, Clinton Township, MI 
New Car Sales, Jan 1998 – Nov 1998

VARSITY FORD, Ann Arbor, MI 
New Car Receptionist, Nov 1996 – Jan 1998



EDUCATION
[bookmark: _GoBack]Kettering University, Flint, MI  Jul 1990-Oct 1992



