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I am certified in human resource management with leadership, banking, operations, and payroll experience, and am looking into obtaining my Bachelors and Master’s Degree.

Experience 		Bank of America
Sales and Service Specialist
· Open and close accounts, issue debit cards, assist in credit card and mortgage applications
· Handle client inquiries, establish strong relationships
· Access to cash vault and ATM machine
· Process deposits, withdraws, and payments 
· Create interest in products
· Adhere to and comply with regulations, protect confidential information
· Open and close center, coach staff members

Borders Books and Music
Operations Supervisor
· Payroll reports, cash reconciliation, staff scheduling and coordination
· Groom candidates for promotion, performance evaluations
· Open and close store, event promotions 
· Compliance and loss prevention, ensure security of keys and combinations, inventory reports
· Assist with orientation and staff training, process new hire paperwork, recordkeeping

Volunteer		Colonial Theatre
			Phoenixville, PA.
· Film committee member
· Greet patrons
· Assist with special events
· Handle cash
· Make the theatre presentable

			Monster-Mania Convention
			Table Handler
· Assist celebrity
· Act as a liaison between the promoter and the celebrity’s agent
· Handle and balance cash
· Communicate with the staff directors, answer questions from guests
· Crowd control
· Train new table staff members		

Certifications		Human Resources
			Diploma in Human Resources
			Fundamentals in Human Resources
			Introduction to Modern Human Resource Management
			Modern Human Resource Management Appraisals and Performance
			Modern Human Resource Management Recruitment and Selection Process
			Modern Human Resource Management Training and Induction 
			Diploma in Alternative Dispute Resolution
			
			Accounting
			Diploma in Accounting: Core Practices and Theory
			Financial Accounting Basics
			Accounting Theory
			Fundamentals of Accounting
			Introduction to Cash Accounting
			
			Other
			Microsoft Excel 2010
			Introduction to Journalism
			Introduction to Marketing
			
			Notary Public
			(Former)
			
Education		Atlantic Cape Community College
Associates Degree
3.855 GPA
