ROBIN MACIAG
4271 Route 26

Eaton, NY 13334

(315) 447-1502 cell

E-mail: maciag2007@yahoo.com
Career Objective:
Organized and dedicated professional seeking a full-time Account Coordinator position at Vantine Imaging. Eager to apply 20+ years of customer service and strong communication skills to support team productivity

Education:

A.A.S., Early Childhood Education-May 1985



Cazenovia College, Cazenovia, New York 



H.S. Diploma-June 1983







Cazenovia High School, Cazenovia, New York 
Experience:

(2018-Present)

Client Service Associate-Morgan Stanley, 106 Business Park Drive, Utica, NY 

· Full-time

· Primary responsibilities:
Assistant to several Financial Advisors while providing critical administrative, operational, client-service support to enhance team productivity. Providing friendly, professional customer service, preparing paperwork for new and existing client accounts, handling client communications via in-person and phone calls. Preparing and processing account transactions, including account openings, money transfers and withdrawals, ensuring accuracy and compliance with regulatory requirements. Acting as a primary point of contact, resolving account inquiries and following up on service requests.
(2008-Present)

Legal Assistant: Christopher J. Kendall, Esq., 9 Payne Street, Hamilton, NY

· Part-time (8-10 hr/wk)

· Primary responsibilities:

Preparing legal documents for real estate property transfers, closing files, filing, maintaining and balancing IOLA bank account.

(2012-2018)

Branch Operations Specialist-Farm Credit East, ACA, 7397 State Hwy 80, Cooperstown, NY

· Full-time

· Primary responsibilities:

Generate loans, loan documentation and set up loan renewals. Accurately process loan disbursements and loan receipts. Review accounting system reports to ensure exceptions are identified and corrected. Maintain accurate general ledger accounts and provide month end reports. Assist loan officers with completion of the processing of loans. Liason with customers via phone and face to face. 

(2000 to 2012)

Senior Account Clerk: Village of Hamilton, 3 Broad Street, Hamilton, NY 

· Full-time

· Primary responsibilities:

Accounts Payable, Accounts Receivable, Customer Service, 

Microsoft Word and Excel, Farmer’s Market Coordinator, Administrative Support-Provide office support for Village Administrator, Village Clerk, Village Treasurer, Code Enforcement Officer and Director of Utilities and Public Works.
Hobbies and other interests: Reading, enjoying nature and spending time with my large family 
