Janice L Shumway
32 Weiss Road
Owego, NY   13827
607.239.9470
janiceshumway@hotmail.com

Profile:  Over 20 years of client service experience in an office setting; 9 years in leadership and office administration roles.  Most recently, working independently for reputable local financial firms. 
I am eager and ready to bring my passion of outstanding client service and office administration skills to a reputable company or organization within the community, or as a telecommuter where I can be productive utilizing my skills; in addition, having the opportunity for professional growth.  It is continuously my personal goal to build and maintain strong client relationships and lead for maximum productivity.  

Highlights:
Effective oral and written communication
Billing (A/R & A/P)
Account Termination & Collections							
Multi-line telephone proficiency
Social Media Management
Office/Outlook365
Correspondence preparation
Scheduling appointments and events
Complaint handling and resolution
Work independently 
Attention to detail
Leadership 
Strong work-ethic and Integrity
Mailings/Shipping: USPS, FedEx, and UPS
Outgoing Personality
Office supplies and inventory
Organizational skills/Filing & Data Archiving/ Faxing, copying, and scanning

Experience:
Confidential Brokerage, Binghamton, NY
Russell & Russell Health & Wealth Management, Binghamton, NY
January 2022 – Present
Administrative Assistant
Answer phones, supervise all clerical operations and processing and verifying of transactions.
State Farm Brian Leach Agency, Endicott, NY
September 2021 – January 2022
Licensed Property & Casualty Agent
Personal Lines Insurance Sales
Account management
VCA Southern Tier Animal Hospital, Vestal, NY
October 22, 1998 - April 22, 2021
Assistant Manager 
Ensure the smooth running of the front office daily.  Manage a small team of administrative support staff.
Perform administrative and reception duties, such as answering the phone, scheduling appointments, checking patients in and out, referrals, receiving client payments, cash balancing (recording and preparing financial deposits), accounts receivable and collections, submission of accounts payables, support staff scheduling, delegation, preparing letters & correspondence, organizing weekly meetings and events, interviewing, and hiring new recruits.
Education:
Tioga Central Schools, Tioga Center, NY
Tioga Central High School 
1994-1998
Home Study Program
General Education Diploma
2003
Broome Community College, Binghamton, NY
Liberal Arts
2011
Bryant & Stratton College, NY
Personal Lines Insurance Course & Completion
2021
NYS Property & Casualty License - Personal Lines
2021

*References available upon request








