Peggi Underwood         13022 Grant Circle E-Unit C Thornton CO 80241
Peggi.underwood@gmail.com                  720.984.5303

SUMMARY

I am a skilled professional of 24 years in the financial service industry. While my key strengths are in operations servicing annuity, mutual fund and brokerage accounts, I have also been successful in other areas of business. I have been recognized as self-starter, who resolves daily challenges and meets stringent deadlines; with minimal supervision. 

EMPLOYMENT

12/19/2013- June 15, 2014 Randstad Sourceright/Charles Schwab Englewood, CO 80112
Business Analyst- Mid Level 

· Supported the Operations Department with their annual review of alternative investments.
· Collected and prepared the documentation for reviews, and failed those that did not meet the requirements.
· Communicated with issuers by phone, fax, email and regular mail.
· Entered key information into proprietary systems.
· Collaborated with other departments, and team members to help maintain the goal standard. 
· Volunteered for additional projects assigned by my manager and director.


10/10/2012- 7/19/2013               Experis US/Rels Valuation                 Aurora, CO 80014  
					    Administrative Assistant 

· Managed a daily queue of approximately 180 orders, assigned to vendors in the CO, UT, TX and OK Region. 
· Assisted appraisers with their daily workflow, by keeping them on track, to ensure their S.L.A. deadlines. 
· Provided lender with order updates, by entering notes in the (WMS) Web Management System, hosted by Wells Fargo Home Solutions.
· Served as a liaison between the appraiser and loan officer keeping the communication open and clear, concerning the inspection progress, requirements and completion of order.
· Answered all incoming calls and routed them appropriately.
· Worked D/R Report provided by manager, to ensure sensitive orders were on track to meet their stringent deadlines. 
· Engage in weekly meetings with home office, to discuss concerns, business changes, and progress.

2/22/2011- 8/17/2012      Randstad Sourceright/Charles Schwab San Francisco, CA
A/I Operations Specialist- 

· Supported the Alternative Investment Management Group in a remediation project that would support the Dodd–Frank Act dated July 21, 2010.
· Contacted issuers and requested for documentation such as, current offering material and audit, to determine compatibility with Schwab’s Platform.
· Researched and collected information provided on Edgar/Securities Exchange Commission site, when applicable.
· Contacted all parties involved such as, chief executive officers, bank presidents, managing directors, attorneys and others involved to explain the need and requirements. 
· Distributed and collected custody agreement and investment profile forms.
· Set up existing securities in Lombardi, to reflect a pass fail status, based on platform standards. 
· Updated other proprietary databases.
· Appointed by the director to research and resolve security breaks in shareholder accounts, due to corporate actions, liquidations, litigations and unreported redemptions. 
· Reported all findings and submitted documentation appropriately.

8/11/2005-7/31/2008      Fiserv Investment Support Services	Denver, CO 80202
Trust Processor/Datalynx Relationship Manager II

· Cultivated and maintained relationships with 33 offices assigned throughout the northwest region.
· Provided daily back-office support for investment advisors, office assistants and third parties.
· Advocated for the advisors with compliance, senior management, and other business groups when needed.
· Supported transfer agents assigned, with the over-flow of business. Opened new accounts and processed incoming/outgoing transfers. 
· Due to organizational change and future plans for dissolution, I volunteered my skills and service to assist the Trust Processing Team. 
· Processed withdrawal and distribution paperwork daily; from Custodial, TOD, UTMA/UGMA, Custody Plus, IRA, Beneficiary IRA and Estate accounts. 
· Scheduled automatic monthly payments from custodial and IRA accounts.
· Delivered assets by way of transfer, check or EFT delivery.
· Adhered to rules regulated by federal, state and banking authorities.
· Prepared documents for scanning, archiving and auditing purposes.

[bookmark: _GoBack]2/28/2002-8/1/2005      Capital Investment Management Co.          Denver, CO 80237 
                                                   Client Service Manager
· Supported a multi-producers office hosting over $300 million under management, by executing all client service related business.
· Executed new account and transfer paperwork and monitored until fully funded.
· Advocated for the advisor and client as needed.
· Reviewed monthly reports to ensure that cash was available, for redemption or withdrawal request. Contacted the trader when necessary to place trade for funding.
· Responsible for the maintaining of the broker-dealer trade and tracking blotter report.
· Advocated for the client when necessary to meet their needs.
· Attended advisor/client meeting periodically to assist with completion of paperwork and to build rapport.
· Reviewed licensing requirements annually, for all in-house representatives.
· Supported broker dealer conversion and assisted advisors with broker-dealer and SEC audits.
· Provided training to new hires as the company grew.

5/7/2001- 2/8/2002                              AVAYA                      Highlands Ranch CO 80128
                                                 Account Support Representative
· Responsible for the collection of payment on all telephone and equipment orders greater than 120 days old. Accounts ranged from $500.00 to over a million dollars.
· Adhered to company collection standards.
· Approved for adjustments up to $1,500.00.
· Successful in collection by listening to resolving customer issues, I was able to build business relationship and trust to preserve future relationship. 
· Awarded as a top collector for the recovering $1.2 million in the quarter.
· Collaborated with area vice presidents, management, project managers to rectify company issues.
· Scheduled project management and installation repairs.
· Provided weekly reports to department manager and area vice president.




10/18/1999- 12/22/2001                   Janus                                    Denver, CO
                                                ATRANS/TORA Associate
· Batched and posted checks to investor accounts daily, for the purchase of mutual fund shares.
· Reviewed and processed incoming transfer paperwork. 
· Researched and resolved all open issues, concerning incoming transfers.
· Collaborated with various departments, investment companies and shareholders when necessary.
· Transferred Janus shares in kind from outside entities to retirement accounts, utilizing the T.O.R.A system.
· Suggested procedural change concerning incomplete transfer paperwork, allowing a quicker retrieval of original document. 
Computer Experience: 

Microsoft Office; Outlook, Word, Excel, IBM AS400, TA2000, TORA, BOSS hosted by SURPASS, Oracle, Centerpiece, SAP, Legacy, Lombardi, (WMS) Web Management System, SharePoint

