
Janel C. Trujillo
1750 West 50th Ave. Denver CO. 80221
jtrujiLlo@TIAA-CREF.ORG
303.919.0548

	objective

	
	To increase my knowledge within TIAA-CREF. I would like to further my career within the company.   

	Experience

	
	2007-Current   TIAA-CREF                                             Denver, CO

Specialist; Record Keeping Services
· MOF and Negative Remittance Processing

· Sending NIGO letters to institutions and working closely with liaisons

· Everyday processing in Power Image, Omni and Siebel

· Special handling of sensitive institutions

· Closing Contracts
· Running reports for the team

· Data Entry

· Stale Dated Check projects

· Conference Room set up for Team Meetings

· Order/Track supplies for the team
· Assist with the LEAN process and oversee LEAN boards
· Assist with problem solving in effort to make our processes more efficient.

2004-2007   Fiserv Investment Support Services                  Denver, CO
Trust Processor Specialist
· IRA/Qualified Plan Distributions
· Quality Control
· Manage Reports
· Filing
· Projects

· Research 

· Assemble Packets

· Review Clients Paperwork

· Client Phone Calls

· Data Entry

	
	2003-2004
US Bank                                                          Denver, CO
Call Center Representative
· Sales
· Account Research
· Process Account Transactions


	
	1998-2003
Sooper Credit Union
Denver, CO
Teller/Call Center Rep./Financial Services Rep./Mail Room
· Sales
· Account Transactions

· Data Entry

· Fraud

· Payroll

· Loans

· Run and Work Reports

· Receptionist Duties

· Delivered/Processed Mail and Incoming Correspondence

· Ordered and Maintained Office Supplies

	Education

	
	1994-1998
North High School
Denver, CO
· Diploma

	Skills

	
	80 WPM
10 key by touch

Experience with Microsoft Word & Microsoft Excel

Organized

Independent

Multitasker
Team Player
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