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	Professional Summary	onster using Word 2007!
 
1. Install Monster’s Easy Submit add-in by clicking the “Install” icon on the menu ribbon.  
1. Once installation is complete, restart Word. 
1. Click on the “Upload” icon to upload your resume to Monster.

For any issues or questions, please visit the Easy Submit installation support page. 

To close this reminder, click the border and then press DELETE.





	Associate Degree in Business Administration, Extensive experience in Customer service and Administrative support, Extensive Financial Processing, Call Center Experience and Computer Skills.

	Experience

	Fort Bragg Federal Credit Union
	08/2008 to 2/2010

	Member Service/Loan Receptionist

· Received members and direct to appropriate department
· Answered phones and direct calls to appropriate department
· Process check orders, intake and process loan applications, making and issuing of ATM and debit cards, pin numbers and any discrepancies dealing with card services.
· Process and verify automatic payment request
· Open new accounts, assist members with account balances, statement discrepancies and any account maintenance
· Document Imaging
· Cross-selling credit union products and services at every opportunity
· Processed transfers and deposits


	

	Allstate Annuity Service Center
	01/2001 to 07/2002

	Sr. Customer Service Representative

· Received inbound calls from brokers and clients
· Processed financial transaction on fixed and variable annuities via the 
market
· Handled any and all discrepancies that client or broker might have concerning annuities
· Processed and mailed checks to clients
· Kept members and brokers updated on rates and all investments issues such as but not limited to IRA’s, annuities, cd’s and applicable tax laws and regulations. 


	

	Great Lakes Credit Union
	03/1999 to 07/2001

	Financial Service Representative
· Open new accounts
· Processed deposits, fund transfers, investments deposits and withdrawals
· Processed and paid out loan proceeds and credit card applications
· Processed check orders, stop payment and all account maintenance
· Cross-selling Great Lakes Credit Union products and services at all times
· Provided receptionist support on a rotating basis

	

	Department of Defense Schools
	08/1997 to 08/1998

	Educational Processing Clerk

· Administrative Clerk for special education department
· Maintained and filed reports for case study committee
· Processed reports into computer generated reports to develop and individual plan for students


	Education

	Fayetteville Technical Community College, Fayetteville, NC
	08/2005 to 5/2007

	Associate Degree in Business Administration
· Certificate in Small Business Start up
· Certificate in Small Business Management

Yazoo City High School, Yazoo City, MS                                                                                                
High School Diploma



References are available upon request
