Aisha L. Mill



9673 Meade Ct.
Westminster, CO 80031

Aishap1980@yahoo.com


720-620-5142
Educated and motivated professional seeking a position within a progressive organization in order to utilize the outstanding customer service, administrative, and organizational skills I possess to further develop my skill sets while supporting the overall mission of the company.
QUALIFICATIONS

· Ability to multi task 

· Excellent customer service and interpersonal skills
· Proficient in office-etiquette and daily functions

· Computer knowledge: Windows 95&98, 2000, Windows XP, Microsoft Word, Microsoft Works, Microsoft Excel, Microsoft PowerPoint, and N.A.D.A.  

EMPLOYMENT
ECPI University Online, Financial Aid Advisor






             2/2014-Present


New Start, Repacks, and Re-Entry packaging is performed. I am responsible for walking students through the financial aid process from start to finish. I help students complete FAFSA, Entrance Counseling and the Master Promissory Note. I perform verification and am familiar with V1-V6 verification. I am also responsible for processing new starts, re-entries, continuing students, and graduate students.  I also will help students with payment plans, private student loans, and scholarship searches. I am currently using CampusVue, NSLDS, COD, and CPS. I am also currently working with the crossover FAFSA award year and am familiar with open loan periods. 
Westwood College Online, Financial Aid Processor






            2/2012-11/2012
  
Continuing student financial aid processing and packaging was performed.  Responsible for all back end processing. Including: verification, awards, over payments, payment plans, fixing errors, and processing anything related to financial aid that is relevant to the student. This includes packaging for Re-Entry, Continuing, New Starts and Re-Starts.  Back Awarding, and Crossover loan periods. Worked with all computer systems to achieve this goal such as: NSLDS, FAFSA website, Open Net, SMART, CampusVue.
Lincoln College of Technology, Financial Aid Advisor





              2/2011-2/2012
   

I completed the financial aid process from start to finish.  I was responsible for helping the students and parents. Including helping students and parents complete the FAFSA, MPN, and any outside loan applications. Helped assist with scholarship searches. Processed all paperwork needed to complete financial aid, completed verification of files and collected all forms related. Also responsible, for awarding Title IV funding, fix errors, and over payments.  The Pell Grant and all aspects of student financial aid were awarded to the student.  Answered all calls and emails in a timely matter, made calls to students and helped when needed.
Westwood College Online, Continuing Student Finance Representative



             6/2006- 3/2008


I started off working with new students.  I was responsible for making sure the student fully packaged with financial aid.  I would contact the student and explain different financial aid options.  I performed verification as well.  I moved to the continuing student team, and worked with continuing students.  I helped students with high balances, and working together to find a way for the student to pay for school.  I also performed verification, on continuing students as well.  I review the students file for any errors, and to see if they were over awarded.  We are responsible for fixing any Title IV errors, as well as awarding Title IV.  This would all be done via phone, email, or fax. 

.       



U of C Federal Credit Union, Financial Service Advisor- Teller




         09/2003- 06/2006
Responsible for teller duties such as:  transfers, deposits, withdrawals, cashier’s checks, travelers checks, loan payments, opening CD’s, opening money market accounts, address changes, cross- selling products, ordering checks (knowledge of Liberty Checks, and Clarke American), basic teller duties.  I also held a front desk position that Involved answering phones, 
and basically all receptionist duties. I was responsible for auditing all teller drawers and vault. Also was in charge of the cash management report.

Eagle Legacy Credit Union, Call Center Representative/Frontline Trainer



         08/2000-09/2003
Call Center Rep: Answering inbound calls, helping members with account problems and questions, opening new accounts, opening CD’s, opening Money Market account, ordering checks, transferring funds, making deposits, loan payments, stop payments, taking and processing loan applications, cross- selling products, ordering credit cards, ATM balancing of over $100,000.00 daily, account research, address changes, setting up automatic payments to loans and credit cards, setting up internet banking and phone access, Wires and Western Unions, Credit Union Checks, balancing checkbooks, printing statements, finding debt ratios, reading credit reports etc. The Call Center is a full functioning branch with everything except cash. 
 Frontline Trainer:  Facilitating new employee two-week orientation.  Training new employees on everyday job functions, including how to operate our three computer systems, train current employees on products, computer system or any other problem they might be having.  Teller, duties include:  Handling cash, making deposits/ withdrawals, savings bonds, credit card payments, ECT.  Basically, some of the duties I performed in the call center but with cash.  As a Frontline trainer, I am also responsible for going to all 5 branches to cover shifts when need be, and to train all employees and managers on any training issues.  Come up with new classes and ways to improve training.

