Jin Garcia
Northern Blvd, Old Westbury, New York
Cell: 123-258-2288
email:garcia@example.com 
Career Goal: 

Broad knowledge of accounting, financial and banking work flow procedures. Seeking an entry level position in banking sector, with a view to utilize my expertise in a renowned organization. 
Knowledge & Abilities: 

· Well versed in banking procedures, accounting principles and bank operating guidelines 

· In-depth knowledge of cash handling, account management and transaction procedures 

· Possess excellent customer service, customer management and communication skills 

· Knowledge of basic computer applications and accounting software 

· Ability to handle multiple tasks, and meet strict deadlines 

· Skilled in handling administrative and clerical tasks 
Work Experience: 

Organization: The UNACO Bank, New York
Duration: October 2009 till date
Designation: Entry Level -Teller 

· Receiving cash at the beginning of the shift, and counting cash at the end to ensure accuracy 

· Processing cash withdrawals and validating check deposits of customers 

· Recording all transactions, and depositing payment slips 

· Balancing currency, verifying loan payments and preparing personal money orders 

· Solving customer account issues, as well as perform opening of new bank accounts 

· Advertising and selling bank products and services to existing customers and new customers 

· Issuing traveler's checks, preparing cashier's checks and checking savings accounts, as requested 

Organization: TM Bank, New York
Duration: January 2008to September 2009
Designation: Bank Clerk 

· Processing various transactions by following banking polices and procedures 

· Providing effective customer service by providing requirements in a timely and accurate manner 

· Identifying potential sales opportunities to develop banking business 

· Coordinated with various banking departments in solving complex customer issues 

· Handling daily reconcilement of utility payments, as well as maintaining incoming and outgoing cash records 

· Performing general ledger entries 
Educational Qualification: 

Achieved Bachelor's degree in Accounting
University of New York in the year 2008 

