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Head Teller / Bank Manager Very experienced with dealing with the public. Have 
great balancing and problem-solving skills. Looking forward to getting back to the 
banking industry. Enjoy helping others.

2014 – 2021
POLICE CLERK - RINCON POLICE DEPARTMENT

 Doing a daily deposit, answering phone calls, transferring and taking messages 
when necessary,

 Entering tickets, collecting all paperwork for case files, putting case files 
together and labeling them, filing the proper paperwork, taking payments from 
civilians and cashing them out, taking payments for court, preparing mail to go 
out, ordering office supplies, logging report requests, running background 
checks, entering wanted personnel/articles, clearing warrants/articles, 
dispatching officers to non-emergency incidents, payroll every two weeks.

 Administrative office help, planning and hosting meetings with victims and 
other parties included on all cases.

 Maintaining data entry of all new felony criminal cases using Tracker computer 
programs, along with scanning and saving files to the server, making cover 
sheets, and linking the files to our computer system.

 Answering and receiving phone messages.
 Assisting office staff with filing, outgoing correspondence, cleaning, and running

any errands that are needed.
 Taking care of the 0-12 month babies, helping with outside activities for the 3-4 

year old group, stocking supplies, greeting parents/guardians and keeping 
records of the children as they are leaving.

2013 – 2014
POLICE CLERK - DELTA CORPORATION

 Review, input, and process police-related documents, data and incident reports; 
execute criminal histories and background checks.

 Perform related duties as assigned.
 Greet public, answer phones, process citations &amp; reports, court docket, 

data entry, fax reports to the city attorney &amp; D.A.s office, release of .
 Administrative office help, planning and hosting meetings with victims and 

other parties included on all cases.
 Maintaining data entry of all new felony criminal cases using Tracker computer 

programs, along with scanning and saving files to the server, making cover 
sheets, and linking the files to our computer system.

 Assisting office staff with filing, outgoing correspondence, cleaning, and running
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any errands that are needed.
 Taking care of the 0-12 month babies, helping with outside activities for the 3-4 

year old group, stocking supplies, greeting parents/guardians and keeping 
records of the children as they are leaving.

EDUCATION

Diploma - (Citizens Police Academy Graduate)

SKILLS

Data Entry, Communication.
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