	Candace L.  Williams
18421 Pine West

Brownstown, MI 48193
(313) 680-4226
candacewilliams10@ymail.com 


Objective: To obtain a full-time position that will enable me to use my strong organizational skills, educational background and the ability to work well with other individuals.

Summary of Qualifications

Four years’ experience working in a fast-paced environment, where multi-tasking and customer service are a priority. Motivated and drive by setting goals and accomplishing them. I have built valuable customer relations by effectively communicating as well as understanding the method of strategic planning for all organizations while at Baker College.

	
	Work Experience:

Quicken Loans
                      08/2012 – 02/2014
Detroit, Michigan US
Account Specialist
rained and coached sales calls
Worked directly with Loan Officers
Handled Accounts Receivables
Cross sold products
Managed customer complaints and directed them to the appropriate party
               Waltonwood Senior Living
                    12/2010 – 01/2012
Sterling Heights, Michigan US
Executive Adminstration Assistant
Produced information by transcribing, formatting, inputting, editing, retrieving, copying, and transmitting text, data, and graphics. 

Conserved Executive's time by reading, researching, and routing correspondence; drafting letters and documents; collecting and analyzing information; initiating telecommunications. 

Maintained Executive's appointment schedule by planning and scheduling meetings, conferences, teleconferences, and travel. 

Represented the Executive by attending meetings in the Executive's absence; speaking for the Executive. 

Welcomed guests and customers by greeting them, in person or on the telephone; answering or directing inquiries.
TCF Bank
                    04/2010 – 12/2010
Clinton Township, Michigan US
Teller I
Examined checks deposited and determine proper funds availability based on regulation requirements and complete Hold Notices. 

Processed savings withdrawals. 

Cashed checks: verify endorsement, receive proper identification, and ensure validity. 

Identified counterfeit currency. 

Answered basic customer inquiries regarding interest rates, service charges, and account histories while complying with disclosure requirements, regulations and consumer privacy policies. 

Cross-sold bank products and services.  

	


	Education:
	Baker College


	
	Allen Park, Michigan US


	
	Some College Coursework Completed 


	
	


	
	


	
	Associates of Applied Science in Business Administration

Major: Marketing


	
	Relevant Coursework, and proficiencies:
Microsoft Office Suite 
Consumer Behavior 
Psychology
Physics
Business Management
Professional Career Strategies 
Marketing Seminar



