 


Jocelyn Ganley
217-853-0973	1761 E. Hickory St
jganley@millikin.edu	Decatur, IL 62526

CAREER OBJECTIVE  
To obtain a career that permits me to utilize my professional office experience as well as allows for progress within the company as I pursue a degree in the field of business and finance.

PROFESSIONAL EXPERIENCE  
Resource Room Manager	12/2017 - Present
www.illinoisworknet.com
Workforce Investment Solutions (Express Professionals)
Decatur, IL
· Greet customers upon entering the facility and assessing their needs to refer them to available resources
· Assist customers using the computer lab in the Resource Room with job applications, employment security applications, and general questions about job search
· Build resumes for clients as well as review existing resumes to maximize the customers job seeking results

Foreclosure Specialist 									            10/2017 - 11/2017
www.hsbattys.com
Heavner, Byers, and Mihlar, LLC (Express Professionals)
Decatur, IL
· Enter foreclosure depositions into online circuit clerk databases
· Calculate balances on customer accounts
· Review and file petitions on behalf of clients with the court system in Illinois, Indiana, and Wisconsin
· Responsible for sending and responding to email correspondence from attorneys, clients, and banks in regards to foreclosure accounts

Data Entry Clerk 	11/2016 - 02/2017
www.regions.com
Regions Bank (Spherion Staffing)
Decatur, IL
· Run credit checks on customers and businesses inquiring about loans
· Calculate and review account balances
· Enter Personal Identifiable Information onto customer profiles
· Read charts and graphs associated with customer account spending

Scanning Associate	09/2015 - 07/2016
www.adm.com
Archer Daniels Midland (Manpower)
Decatur, IL
· Scanned accounts payable documents into database
· Permanently disposed of accounts payable documents by shredding or recycling
· Responsible for making paper documents into electronic documents

EDUCATION  
Bachelors Program,
Major: Accounting Minor: Business Management
Millikin University - Tabor School of Business
Anticipated Graduation Date: May, 2020 
GPA 3.5/4.0

Douglas MacArthur High School, Decatur, IL
[bookmark: _GoBack]High School Diploma, 2010
