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Mae Ruth Roberts

	Objective
	To find a satisfying yet challenging career that will allow me to balance my home life with my work life.

	Experience
	11/2003 – 3/2009         Circuit City, Richmond, VA

Entertainment Sales Associate

· Assist customers in the selection of audio and video equipment that will work best suit their individual needs.

· Recommend proper installation packages to meet customer needs.
· Schedule all installations based on customer’s availability.

· Ensure customer has proper accessories for best possible installation and set up of new and old equipment.

· Follow up to ensure customer satisfaction.
· Constantly maintain the company’s training expectations and certification requirements through computer based training.

· Research internet databases to obtain undocumented product information. 
10/02 – 4/2003               REICO Kitchen and Bath                       Richmond, VA

Project Coordinator

· Assist customers in selections of cabinetry, hardware, countertops and accessories. 

· Design, quote and order kitchens and baths

· Schedule and coordinate with installers, countertop fabricators, and other vendors.

· Manage jobs and follow up with customer and/or builders.

· Provide prompt and timely response to all customer quotes and concerns.

· Collect and process payments on prepay material before shipment to customer.

· Prepare final billing statements for builders.

· Identify solutions to problems and follow up with customer to ensure customer satisfaction.
· Conduct business with multiple customer segments.
6/01-1/2002                   Richmond Financial Group/MetLife Financial  Richmond, VA                 

Financial Services Representative                                                                                                                                                                                                                                                                                                                                                                  

· Obtain and maintain Virginia State Life and Health licenses including Variable Life and Annuities.

· Maintain Series 6 Securities licenses. 

· Schedule new client meetings using targeted marketing lists via telemarketing/direct sales.

· Execute direct mail campaigns 
· Determine Customer needs and recommend suitable products.
· Educate clients as to specific products that would meet their individual needs.

· Process financial evaluations though Financial Profiles system.

· Process and transmit applications to underwriting

· Process initial field underwriting. 

· Prepare presentations.

· Create business plans.

8/96–3/01
GE Life and Annuity Assurance Company      Richmond, VA

I -  10/00-3/01 Customer Service Representative – Variable Life

· Obtain and maintain a Series 6 Securities Licenses

· Assist overflow of customer calls and processing for Policy Service.

· Answer 25-50 customer inquires per day concerning policy information, account values and fund allocations. 

· Process Total Cash Surrenders

· Process net and maximum policy loans.

· Calculate manual tax reporting for all surrenders and loans.

· Process fund transfers.

· Process changes in future fund allocations.

· Calculate past account values.

· Maintain a high degree of accuracy and attention to detail

II -  4/99-10/00 Customer Service Representative - Policy Service

· Same duties as Premium Accounting

· Answer average of 75-100 customer inquiries concerning all aspects of post issue fixed life products in a call center environment.

· Train other company employees and new hires on Premium Accounting and Policy Service transactions and procedures.

III - 8/96-4/99 Customer Service Representative – Premium Accounting

· Answer average of 50-75 customer inquires per day concerning their billing or bank draft

· Research and resolve problems in a timely manner.
· Send written correspondence to the customer.

· Respond to written inquiries.

· Process address, billing and bank information changes

· Assist customers with loan information.

· Maintain a high degree of accuracy and attention to detail.



	
	10/95–8/96
Reymet Federal Credit Union
Richmond, VA

Loan officer / Customer Service Representative

· Pull and review credit reports to determine credit worthiness. 

· Authorization to approve or deny multiple types of consumer loans based on credit worthiness.

· Assist customers in determining the correct product for their needs.

· Maintain and balance a cash drawer.

· Process customer deposits, withdrawals and transfers.

· Opening new accounts.

	
	4/93–3/95
World Savings and Loan
Irvine, CA

Customer Service Representative

· Assist customers in determining the correct product for their needs.

· Maintain and balance a cash drawer.

· Process customer deposits, withdrawals and transfers.

· Open and close a variety of accounts, including CD’s, IRA’s, checking and savings.

· Training for branch supervisor.

	Activities
	· 3/07 – Present – Sound Technician for Shady Grove United Methodist 
· Church in Short Pump VA  

· 9/01 – Present – Children’s school teacher with Shady Grove United Methodist Church in Short Pump VA

· 4/01 – 4/05 - Treasurer and elected Board of director’s member for Winterberry Homeowners Association. 
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