Jaeneen Williams
2813 Auburn Court Mount Laurel, NJ 08054 | 856-625-9335 | Jaeneen42@hotmail.com
PROFESSIONAL SUMMARY    
Energetic professional with more than 15yrs of office administrator and finance experience. Reputation for effective team management, quality office administration, and strong organizational skills. Detailed- oriented with excellent communication skills to establish strong relationships and succeed within a fast-paced environment. Possess analytical capabilities and demonstrates talent to provide comprehensive support. Solid multi-tasking and time management and customer service skills. 
Skills 
Proficient in MS Excel, Word, PowerPoint, Outlook, Access, Word processing  
Thorough and attention to detail 
Ability to multi-task in a fast pace environment 
Ability to work in a team environment to achieve group or individual goals 
Strong problem and analytical skills 
 Able to work independently and handle heavy volume with deadlines with minimal supervision 
Strong interpersonal skills both written and verbal 
WORK HISTORY   
Administrator Assistant to Human Resource Director 6/22/2016 to 10/09/2018
 Legacy Treatment Health/ Medical  Services – Jackson, NJ

•  Coordinates, and manages the daily activities of the entire treatment center.
•  Provide clinical and support staff
•  Manages the improvement of the quality for patients in the health organization
•  Responsible for running of patient’s operations, Financial operations and problem solving 
•  Works Directly with the Director with patients and staff to maintain standards and practices in the health organization as required by various regulatory authorities.   
•  Completion of patient paperwork. Billing, Medical records. 
•  Answering phones and scheduling of patients to be assigned to their patient coordinators 
•  Maintain all records safe and secure.  
• Maintain and support Human resource Director in scheduling all appointments, meetings, conferences
•  Scanning an updating any files for everyday completion 
•  Completing reports and following all guidelines pertaining to HIPPA laws
[bookmark: _GoBack]• Processing co-pays, register patients    

 
Relationship Banker II / Assistant Manager 11/15/2014 to 5/16/2018
Santander Bank – Westmont, NJ 

•  Achieved product sales exceeding over 3.5 million within 6 months of hire. 
•  Manage and retain over 500 high net-worth clients; work to foster lasting trust-based relationships.
•   Customer service and client retention as well as build new and existing relationships with customers
• Advocating sales and promotions, manages customer portfolios and cross-sells related products & services including annuities, investments and insurance products and mortgages. 
•  Develops and maintains relationships with branch partners and key external business partners to increase cross-sell opportunities and achieve sales goals. 
•  Actively engages in customer efforts focused on managing a weekly call lead list. 
•  Leverages other lead sources to supplement weekly outreach efforts. 
•  Ensure a positive banking experience for all customers by assisting with paperwork, organizing     personal financing, and common banking products. 
•  Assist customer and referring to reps to uncover customer's needs. 

Personal Banker II, 11/2013 to 10/2014  
Wells Fargo Bank – Medford, NJ  

• Manage client book totaling over 5.9 million in deposit growth quarterly 
• Partnering with mortgage partners to bring new business averaging quarterly a 20% increase in sales revenue 
• Processed sales referrals and promoted bank services and products. 
• Researched and resolved customer issues. 
• Incoming customer calls, provide problem resolutions. 
• Accountable for opening and closing the branch, completing all necessary responsibilities at the end of each business day, including securing vaults, teller drawers, and activating the alarm. 
 • Top performer leading the district in all categories of sales goals 
 •  Analyzed and managed client portfolios to enhance client relationships and experience; cross-sold with help from numerous partners. 


Loan Officer 06/2002 to 06/2009  
HSBC – Turnersville, NJ 
•  Provide support as loan processor and work with underwriting teams by ensuring the timely, judicious and accurate processing of mortgages., home equities, personal loans.
•  Review and verify borrowers’ income, credit reports, employment history, appraisals and title insurance information to prepare loan applications for underwriting submittal.
•  Ensure compliance with company policies, underwriting guidelines and lending-program requirements.
•  Assist in the lending process to reduce loan cycle time by interacting with the customer and assisting the loan officer. 
•  Maintain open communication with Loan Processors & Underwriters. 
•  Establishes accurate closing date and monitors promised closing dates to meet those established.   
•  Meets standards for closing percentages of loans processed
•  Review all work for accuracy
• Processed approximately 40/60 loans application in the pipeline per month

EDUCATION: Associates  in Science/: 2013 Burlington County College/ Start Rowans Nursing program 
