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Objective
[bookmark: _GoBack]Seeking a position where I can utilize my exceptional communication and interpersonal skills on a daily basis. Successful working in a team or individually, I am a leader with an attention for detail, ethical focus and an upbeat personality. With passion for learning and problem solving, I am driven to apply my strengths to company initiatives and project to achieve successful results and motivate my fellow colleagues.
Education
ST. CATHERINE UNIVERSITY – St. Paul, MN			Educational Accomplishments:	
	B.A. in Marketing and Management 	GPA: 3.33		-Dean’s List 2011, 2012 & 2013               	
MINOR in Financial Economics
Graduated May 2013				Professional Accomplishments
								-Teamwork Award 2012
								-Workplace Improvement Award 2014
Professional experience
Wealth Enhancement Group- Client Service Associate			October 27, 2014 – Present
· Serve the client by preparing paperwork, researching and following up on any outstanding transactions including troubleshooting various problems that arise, showcasing accuracy and strong communication skills.
· Assist with additional deposits and withdraws as well as any other requests made by client and advisor in a timely manner, demonstrating desire to assist and ability to work well with others.
· Handle incoming and outgoing calls to schedule meetings with clients and maintain relationship while advisor is occupied, showing organization skills and capability to multi-task. 
· Responsible for maintaining a working knowledge of the suitability guidelines, operational processes and state regulations to remain compliant, proving attention to detail and competency in financial industry.

U.S. Fish and Wildlife Service- Budget Analyst	                          	July 2011- October 2014
· Assisted with processing of various documents into newly implemented financial system including payments, reimbursable agreements, grants and cooperative agreements, and associated modifications showing technological skills and adaptability to positive change.
· Maintained and updated personnel property lists as property officer for thirty employees, keeping positive control of $50,000.00 of accountable items.
· Routinely assisted ten remote field offices with budget related questions during on-site administrative officer absence, utilizing initiative and leadership skills to maintain office continuity.

Anchor Bank- Teller							 March 2011 -July 2011
· Identified customers, validated and cashed checks, processed cash withdraws, accepted cash and checks for deposit, and checked accuracy of deposit slips, making service convenient for customer, ensuring above average customer satisfaction levels.
· Resolved issues and problems with customer accounts by explaining, advising and promoting bank products and services, reducing calls to upper management. 
· Provided top of the line service to customers, demonstrating positive attitude and ability to work well with others, creating an overall great experience for customers.

Wells Fargo- Lead Teller							 January 2010- February 2011
· Quarterly Top 10 performer in sales for all of Greater St. Paul District and Top 25 for Greater Minneapolis and St. Paul Market, demonstrating self-drive and dedication, recognized by district manager for outstanding professionalism.  
· Trained new employees on cash handling, sales and service techniques, daily work flow and policy/procedures, displaying leadership skills and responsibility, building teamwork and a productive work atmosphere.
· Performed specialized tasks such as carefully preparing cashier’s checks and personal money orders, issuing traveler’s checks, exchanging foreign currency, and ordering checks and bank cards, exposing attention to detail and ensuring customer satisfaction.
· Responsible for audit related tasks on a daily, weekly and monthly basis, showing effective prioritization of duties and leadership skills, worked closely with upper management to ensure all the tasks were completed in a timely and efficient manner.
