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SUMMARY

Detailed-oriented, results-driven team leader highly skilled at mentoring and coaching individuals 
with diverse backgrounds and needs. Extensive background in management expertise, adaptable 
problem- solver skilled in forging strong relationships with co-workers and in incorporating new 
technologies and pedagogies. Outstanding ability to handle multiple projects and completes them 
to the highest level of satisfaction.

SKILLS

Office machines, drive a big bus, patient care, medical assisting experience.

WORK EXPERIENCE

Federal Student Loan Counselor
ABC Corporation  August 1988 – July 2002 
 Provide guidance to prospective loan applicants who have problems qualifying for traditional 

loans.
 Guidance may include determining the best type of loan and explaining loan requirements or 

restrictions.
 Locate and notify customers of delinquent accounts by mail, telephone, or personal visit to 

solicit payment.
 Duties include receiving payment and posting amount to customers account; preparing 

statements to credit department if customer fails to respond; initiating repossession 
proceedings or service disconnection; keeping records of collection and status of accounts.

 Interview witnesses, complainants, and employers and research transactions and records to 
present investigation results and testify in court.

 Evaluate circumstances of a case of suspected fraud and make recommendations about 
future measures.

 Planned and conducted activities for a balanced program of instruction, demonstration, and 
work time that provides students with opportunities to observe, question, and investigate.

Loan Counselor
ABC Corporation  1985 – 1988 
 Everyday im working in a call center environment.
 Taking calls and processing on computers.
 Multi task.
 Working required shift, plus overtime.
 Inbound call center.
 I learned alot about helping people understand that they have plenty of options to pay off 

their government student loans.
 Skills Used Multi tasking Good listener Hard worker Willing to learn more Available and reliable

to help.

EDUCATION

Master of Divinity in Divinity - September 2016(Samuel Dewitt Proctor School of Theology - 
Richmond, VA)
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