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Results-oriented professional, specializing in medical billing and insurance billing with
more than 15 years experience. Motivated with strong organizational and 
prioritization abilities. Track record of working well under pressure in a fast paced 
Medical Office.

EXPERIENCE

Merchant Teller I
ABC Corporation - MARCH 1996 – MARCH 1998

 Checks and pay out money after verifying that signatures are correct, 
that written and numerical amounts agree, and that accounts have 
sufficient funds.

 Receives checks and cash for deposit, verify amounts, and check the 
accuracy of deposit slips.

 Enters customers transactions into computers to record transactions 
and issue computer-generated receipts.

 Balances currency, coin, and checks in cash drawers at ends of shifts,
and calculate daily transactions using computers, calculators, or 
adding machines.

 Examines checks for endorsements and to verify other information 
such as dates, bank names, identification of the persons receiving 
payments and the legality of the documents.

 Counts currency, coins, and checks received, by hand or using 
currency- counting machine, to prepare them for deposit or shipment 
to branch banks or the Federal Reserve Bank.

 Orders a supply of cash to meet daily needs.

Merchant Teller 
Delta Corporation - 1995 – 1996

 Customer service, money handling, vault &amp; drawer balancing.
 Responsible for making deposits, withdrawals, transfers, change 

orders and other account maintenance activities for business clients.
 Prepared and executed vault transactions as well as maintaining cash

levels for the branch as a whole.
 Considered the primary transactional contact for business clients 

Anticipated the needs of the customer and direct them to the 
services/products that .

 Process different types of paying and receiving transactions.
 Process exchange and foreign currency, accept loan payments, send 

outgoing wires and process collection items.
 Maintain good working knowledge of bank polices.
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EDUCATION

 Associate of Arts in Criminal Justice - (Santa Rosa Junior College - Santa 
Rosa, CA)

SKILLS

Leadership, Customer Service.
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