                                         Christine Trimback
1919 East Huntingdon Street Philadelphia, PA 19125 • (267) 825 – 4543 • Christinet1933@yahoo.com
Objective
To secure a position in Customer Service, Billing, Legal Assistant and/or Entry level within a growing company where I can utilize my skills and experience

Work Experience

Bank of America Merrill Lynch Philadelphia, PA
Operations Representative/Administrative Assistant 2015 – Present
· Billing Team Leader for 11 billing exchanges
· Create client invoices via excel
· Posts client payments to their specific account(s) when approval is received
· Coordinate travel and entertainment in SAP Concur System to process reimbursements
· Set up commission profiles for client accounts through internal system
· Process monthly outside vendor invoices 
· Helped with building an electronic billing system
· Pay third-party invoices via a journal entry system
· Responsible for ordering office supplies/ kitchen supplies 
   

Phelan Hallinan LLP F/K/A Phelan, Hallinan and Schmeig, LLP - Philadelphia PA
Supervisor/ Electronic Filing/ Legal Assistant October   2008 - 2015
· Responsible for handling Client files, scanning, organizing.
· Interfacing with the County Court, to properly assess and complete documents.
· Responsible for E-Filing business documents, complaints, judgments and affidavits.
· Emailing to provide information to several Attorneys for numerous court cases.   

Part Distributors, Uni-Select - Moorestown, NJ
Customer Service Rep – Data Entry Operator    2005 – 2008
• Client Service Support
· Daily data entry, filing, processing credit card statements.
· Expediting Customer phone calls
· Sending out invoices to clients.

Goldman Sachs – First Options of Chicago- Philadelphia PA 
Trading Floor Specialist Clerk   1998 – 2004
· Live data entry for trading market makers and specialists
· Audit daily trading via OCC 

Additional Experience:
· BofA First Aid/CPR/AED Certification
· Up-to-date with BofA Training Sessions

Volunteer Experience:
· Various charity walks and 5K’s
 
Education:
Little Flower Catholic High School

Skills:
· CASC
· SharePoint Management Tool
· Mercury
· NASDAQ OMX PHLX
· Task Tracker / Metrics
· Ariba / eRequest
· SAP Concur
· Options Clearing Corp (OCC)
· Microsoft Office


Work References:

Bridget Peachey- 215-990-9588

Nick Laba- 917-714-9212

[bookmark: _GoBack]Joseph Fine- 610-804-8558
