BRIAN SIMPSON

3100 15" Street, NE ® Washington, DC 20030 ® (202)-555-5555@ briansimpson88@yahoo.com

KEY SKILLS

e Accounts Payable and Accounts Receivable Processes o

e Invoices/ Payment Transactions .
e  Corporate Accounting & Bookkeeping o
e MS Office Suite N

e Database Management

FLEET SERVICE AGENT
Present

e  Cootdinate and support the loading, unloading custo
e Marshal aircraft to and from gates
e  Service aircraft on a daily basis.

e  Operate and drive various vehicles such
ACCOUNT MANAGER

e Managed and Analyzed
e Bookkeeping

e Provided timel o customers regarding their bill payment history, payments, cash receipts, and other

| Customer Service
e Created inventory reports

e Trained Service Representatives

Records Organization & Management

Spreadsheets
Proficient in Quick Books and Quicke
Billing '
Mortgage Processing Specia.

aggage carts, tows, pushback vehicles

Rent A Center, Washington DC, 2008-2009

e Answered customer inquiries over the phone and on the sales floor.



BRIAN SIMPSON

Résumé @ Page 2

SURVEYOR/COUNTER Choice Staffing Agency, Washington DC, 2008
Assigned to the Washington Metropolitan Area Transit Authority as a contractaistoraergayranchoeitifes. L

e  Surveyed and counted customers on Transit Bus Lines.

e  Coordinated and provided daily contact with public and provided information about specific bus lines and

conducted customer surveys.

e  Managed and updated databases.

DRIVER/PACKAGE HANDLER FedEx Ground, Beltsvill 00742008

e Temporary On-Call Driver/Courier for FedEx Ground

e Performed Data entry of all packages

QUALITY CONTROL SPECIALIST/
CUSTOMER SERVICE REPRESENTATIVE

shington DC, 2006-2007

e Processed credit card payments and cash p
e  Managed accounts

e Bookkeeping

e  Utilized PC skills- MS Word

VICES REPRESENTATIVE Financial Services, Hyattsville, MD, 2002-2006

e  Managed Bank and Investment Accounts
e  Handled and provided information regarding billing and account balances
e Utilized PC skills- MS Word and Excel spreadsheets

e Maintained integrity, flexibility, and composure to handle difficult situations while providing positive solutions to

customers



CUSTOM PROTECTION OFFICER The Security Corporation-Takoma Park, M

OUTREACH SPECIALIST

CUST¢

BRIAN SIMPSON

Résumé @ Page 3

Managed and maintained databases

Researched and answered customer inquities

Educated customers about E-Trade services

Consistently met performance expectations

Proactively explored and learned more ways to service customers

Stayed current with the operations, trends and services of the financial service industry

Provided secutity to the buildings, grounds and occupants
Liaised with the supervisor regarding any incidents
Checked employee and visitor identification and packages
Scanned materials through machines and hand held devices

Patrolled grounds and checked for suspicious criminal activity

titutes for Responsible Parenting
Washington DC, 2001-2002

Counseled fathers who were referred to organizatio the Department of Social Services

Helped bring families together by encout, me responsible parents
Contacted, assessed, evaluated, and 3 eeryday decisions regarding their lifestyles
Helped clients set appropriate gtion, employment and other life issues

th their child's mother

ith community organizations and developed partnerships to adequately assist current

E REPRESENTATIVE Labor Ready, Washington DC, 1999 — 2001

ith the businesses in the community to secure contracts that would provide jobs to the unemployed
Interviewed potential employees

Processed applications
Bookkeeping
Prepared payroll and issued paychecks to employees daily, weekly and monthly

Managed accounts —solved billing and collections issues
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e Resolved employee relations issues

MAIL/OFFICE CLERK Defense Security Services -Alexandria, VA 1994 - 1997
e Worked in a fast-paced, high-volume environment under tight deadlines
e  Provided administrative support utilizing MS Office programs

e Booked travel for the supervisor and the Assistant Director of Logistics and Administration.

e  Maintained inventory and ordered office supplies
e Skillfully managed a busy 10-line phone system with 10 extensions

e Provided organization’s information to callers

e Performed essential troubleshooting and repair of equipment and software
e Provided mail services to all departments and couriers

e Handled all office equipment efficiently

AUTOMATED LOGISTICS SPECIALIST DC Arm i ashington DC, 1987-1995
Served in Operation Desert Storm in 1991 with Honorabl I

e Provided support to the Unit

e Acted as Liaison between servicemer ary units and high level personnel

bat situations with the unit in military settings

EDUCATION

n Processing Specialist - Mortgage Unlimited Corporation, September 2009
counting Specialist- Computer Technical Institute - Honor Roll, GPA of 3.9, June 2006
GED - Potomac Job Corps, June 1989

AFFILIATIONS

Member, Veterans Administration
TECHNOLOGY SUMMARY
MS Office (Word, Excel, PowerPoint) ® QuickBooks ® Quicken ® Windows (all)

(202)-555-5555@ briansimpson88@yahoo.com



