Mai Xiong Vang
729 Kimball Street NE
Fridley, MN 55432
mvang047@my.HennepinTech.edu
Tel: (763)923-1575


Objective: To obtain and secure a position that will enable me to use my organizational skills, as well as my ability to work well with people. I am a quick learner and always up for a challenge that will enhance my career goals.
[bookmark: _GoBack]Work History and Experience:

Kelly Services, Minneapolis, MN

January 2014 to Present						
Associate – Premium Processing

· Ensure incoming checks are applied accurately to customer’s account.
· Knowledge of the types of payments the company accepts.
· Able to solve issues and when to escalate to a manager.
· Multi-task with daily workload.
· Receiving internal calls within the company.
· Outbound calls to agents/clients.
· Able to work well individually or as a team.
· Providing accurate information through internal calls and emails.
· Working with departments to resolve issues.
· Work with multiple systems to obtain information.


Allianz Life Insurance Company, Golden Valley, MN	

November 2007-October 2012
Associate – Premium Processing

· Ensure incoming checks are applied accurately to customer’s account.
· Knowledge of the types of payments the company accepts.
· Able to solve issues and when to escalate to a manager.
· Multi-task with daily workload.
· Receiving internal calls within the company.
· Outbound calls to agents/clients.
· Able to work well individually or as a team.
· Providing accurate information through internal calls and emails.
· Working with departments to resolve issues.
· Work with multiple systems to obtain information.

	




Wells Fargo, Shoreview, MN

September 2005 – March 2007 
Data Entry

· Processing checks that are imaged with correct account, routing and amount.
· Knowledge of credit/debit transactions. 
· End of day process to balance so customer accounts will be credited. 
· Assisting team members when needed.

US Bank, St. Paul, MN

Proof Operator
May 2003-September 2005

· Process and encode checks and ten key by touch. 
· Ensure confidential handling of cash, checks, understanding the difference between debit and credit to balance daily transactions. 
· End of day process to balance so customer accounts will be credited. 
· Assisting team members when needed.

Computer skills

· Word, PowerPoint, Excel, Microsoft Access and Lotus Notes 
· 45 wpm 10 key




References available upon request


