Chiyon(J) H. Townsend

15704 N. S.H. 78  Blue Ridge, TX 75454
010-3006-8714                                       jiyon@hotmail.com
Profile

Teamwork, Flexibility, Self-Motivated 

 Computer Skills 

Microsoft Office, Sun OpenOffice, Adobe Photoshop 

Professional Experience

EDS Credit Union – Plano, TX

Accounting Specialist 2007 –  August 2008

Reconcile main savings, loan, and certificate accounts in the Credit Union.  Handle Foreign items, levy & garnishment, Oil& Gas draft, and mortgage. Complete ACH & Share draft report and contact members individually if any errors have occurred.      Support front line Personal Financial Associate to accomplish smooth transactions for our members.

 

Universal Personal Financial Associate 2006 – 2007

Act as a point of contact for walk-in members with lending questions, open/close new accounts and loans and make sales on products.  Prepare monthly and weekly reports for the all department in our database reporting system.  Complete and transmit loan verification requests from third parties. 

 

Plastic Card Clerk 2004 - 2006

Work with team members to provide phone, mail, and in-branch support to credit union credit, debit, and ATM cardholders using various systems.

 

Member Service Representative 2000 - 2004

Represent the credit union to members in a courteous and professional manner and provide prompt, efficient, and accurate service in the processing of transactions.  Provide in person and by telephone general and specific service related information concerning credit union services and policies.  

 

Fat Rat Company – Frisco, TX 

Art Designer 1999-2001

Design and paint whimsical illustrations on furniture

 

Education

University of Texas at Dallas, pursuing Bachelor of Art & Performance in December 2008 

Collin County Community College, Associate Degree in Art, 2006

 

 

 

 

 

 

