 Mindi T Hernandez
13700 Richmond Park Dr N Apt 1305
Jacksonville, Florida 32224
904-333-5907
mth.27@hotmail.com
SUMMARY

Intelligent, hard-working, self-motivated professional with expertise in supervising, translating, costumer service, collections, sales and administrative duties. Strengths include: bilingual, strong written and verbal communication skills, reliable, detail oriented, goal setting and achievement, problem solving and attention to detail.  Skills:  Microsoft Word, Power Point and many other software application programs.

EXPERIENCE
Allstate                                                                                          August 17, 2009- Present
Jacksonville, Florida

Unit Supervisor 

· Supervise and train 19 people on a daily basis.

· Translate medical records and process claims.
· Create excel worksheets for reports and schedules.
First Florida Credit Union                                                   June 21, 2008- July 13, 2009

Jacksonville, Florida

Loan Representative
· Assist call center with loan process and fixed rates.
· Maintain auto and personal loans and assist customers. 
· Release titles for paid or trade auto loans.
Aetna    






November 5, 2007- May 12, 2008 
Jacksonville, Florida

Customer Service Representative  
· Assist members with their medical and pharmacy benefits.
· Submit policy information for later review.
· Mail and fax members benefit information.
Bank of America
Jacksonville, Florida





September 17, 2005 – June 5, 2006
Administrative Assistant/Auto Loan Representative

· Assist customers with title issues and service their auto loan account. 
· Provide office support to supervisor and staff.
· Translate loan documents. 
Citibank
Jacksonville, Florida





January 13, 2003 – May 5, 2005
Administrative Assistant/Collections Representative
· Collected on credit card accounts that were delinquent from 1-3 months. 

· Coordinate office meetings and maintain calendar of events.

· Worked closely with clients through all phases of the collection process to get them out of debt.

Waves, Surf Shop





Jacksonville, Florida





November 1, 2002 – November 1, 2003
Administrative Assistant
· Specialized in the area of payroll, schedules and inventory.

· Sales and training of new personnel.

· Organizing and paying bills, filing and mailing documents.   

EDUCATION

University of Phoenix





January 2007 - Present

Jacksonville, FL
Business Administration Major
· 3.86 GPA

· Team Captain  
REFERENCES
Furnished upon request
