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Objective
Hard-working individual with strong organizational and customer service skills.  I am seeking to utilize my skills and work experiences to achieve your company’s goals.  
Experience
Business Office Assistant, Oil City Healthcare and Rehabilitation, Oil City, PA		April, 2018 to July, 2020
 Receptionist responsibilities, answer and direct telephone calls, greet customers
Assist relatives of residents with questions and provide information
Process employee payrolls and time
Assist management team and residents
Process accounts receivable and accounts payable for the Center and filing
Loan Service Representative, Northwest Bank, Franklin, PA	2010-2017
Process mortgage loan pay offs 
Assist customers with inquiries related to their loans
Escrow Clerk, Northwest Bank, Franklin, PA 	1998-2010
Processed, paid and filed all tax info and handled insurance forms 
Assisted customers with all questions and correspondence
Catalog Representative, Blair Corporation, Franklin, PA	1997-1998
Processed customer catalog orders 
Handled customer relations 
Laborer, United Parcel Service, Seneca, PA	1996-1997
Served as the counter clerk assisting customers
Unloaded trucks, when needed
Seneca Printing Company, Franklin, PA  	1994-1996
Processed telephone orders and correspondence with the customer base
Handled distribution of materials for local, national and overseas customers

Skills
Organizational and customer service skills, ability to work under pressure and ability to work with a team and/or individually.
References 
Available upon request.  





