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Jennifer A. Phan

702 Summer Street Apt. #2· Lynn, MA 01905 

Education 


Fitchburg State University, Fitchburg, MA 01420

Sept 2008-Jan 2012
 



Bachelor of Science in Business Administration





Concentration in Management





Graduated January 2012    





NORTH SHORE COMMUNITY COLLEGE, Beverly, MA 01915
SEPT 2013-Dec 2013





Certificate for Bookkeeping and Accounting





Proficient user in Microsoft Word & Excel





Familiar with Quickbooks





TEFL EXPRESS



         

 OCT 2014




120 Hour Online TEFL Certificate

Work Experience


WEBSTER FIRST FEDERAL CREDIT UNION, Saugus, MA 01906

Member Service Representative/Loan Originator  April 2014 – Present

· Open accounts and shares for members

· Open up Shared Certificates and IRAs for members

· Process loan applications for members and communicate with the underwriters

· Balance members checkbooks and accounts

· Access credit scores and review them with members when needed
WEBSTER FIRST FEDERAL CREDIT UNION, Saugus, MA 01906
Teller




       November 2012 – Present

· Responsible for cash/checking deposits, processing loan and mortgage payments

· Do a lot of cash handling, customer service, and balance cash drawer 

· Maintained proper cash limits, cashed checks, accepted deposits, and issued bank checks, money orders, cash advances, and funds transfers

Main Street Variety, Wakefield, MA 01880

Part-time Assistant Manager

     April 2005-December 2013

· Monitor store’s budget of inventory & lottery & restock them

· Documented business’s profit at the end of the night
· Assist customers by finding items and develop good relationships with the regulars

· Responsible for keeping the store clean and organize
