Cristina Arias 
2824 Humboldt St. • Denver, Colorado 80205 • (303) 505-1708
Email:arias0471@hotmail.com
       EDUCATION
· Bachelor of Science in Accounting, Metropolitan State College of Denver.
PROFICIENCIES
· Bilingual (Spanish and English) with verbal and written skills in both languages.
· Experience with Microsoft Word, Excel.
· Facilitation Skills Training, The Institute of Cultural Affairs ( ICA)
· Accountable and Responsible, Outstanding detail oriented and organizational abilities.
· Property and Casualty Colorado State License 16477178
· Life and Health Colorado State License 16477178
PROFESSIONAL EXPERIENCE











JP Morgan Chase  






               05/2013 – 08/2014
Retirement Service Representative





Hours per week 45hrs


116 Inverness DR E 







Englewood, CO 80112


  HR Employment Verification 
Access HR 1-877-576-2427


Developed basic knowledge of JP Morgan fund’s products and services, and the overall financial services through classroom training and on the job training, as well as self-study.  Provide high quality client service across by responding to participant phone inquiries about plan and account information over the phone. Respond to participant inquiries pertaining to certain legal regulatory and tax-related issues through verbal and written communication. Identify routine participant needs/problems, with professionalism, efficiency and determine alternative solutions resolving the problems using workflow procedures. Initiate transactions including loans, exchanges, allocation, and terminations on their retirement plans. Participated in special projects and perform other duties as assigned. 

Allstate 








03/2012 – 05/2013
Agency Manager







Hours per week 50hrs


7061 S. University Blvd.






Telephone #303-465-1540

Suite 102

Englewood, CO 80012


HR Employment Verification 
1-800-367-5690 Code 11197


Agency Management (60% of the time) Attended training sections, seminars and programs to learn about new products and services, learn new skill, and received technical assistance in developing new accounts. Conferred with clients to obtain and provide information when claims are made on a policy. Called on policyholders to deliver and explain policy, to analyze insurance program and suggest additions or changes. Calculate premiums and establish payment method. Contact underwriter and submit forms to obtain binder coverage. Customize insurance programs to suit individual customer, often covering a variety of risk. Ensure that policy requirements are fulfilled, including any necessary medical examinations, and the completion of appropriate forms. Explain features, advantages and disadvantages of various policies to promote sale of insurance plans.  Approached clients about their financial resources and needs, the physical condition of the person or property to be insured, discussed any existing coverage. Monitored insurance claims to ensure they were settle equitably for both the client and the insurer. 
Perform administrative task and Marketing (40% of the time) maintaining records, and handling policy renewals.  Seek out new clients and developed clientele by networking to find new customers and generated prospective clients. Implemented marketing strategies to compete with other individuals or companies. Advice staff of programs and goals to be obtained every month. 
Peer Assistance Services






       01/2007 – 02/2012

















01/2007-02/2012

Staff Accountant







  Hours per week 40hrs

2170 S Parker Road 






  Telephone 303-369-0039

Denver, CO 80231





      HR Employment verification 303-369-0039 

AR/AP (50% of work time) prepared work to be completed by gathering and sorting document and related information. Paid invoices by verifying transaction information, scheduling and preparing disbursements and obtain authorization of payment. Prepared and mail invoices and identified delinquent accounts and insufficient payments.  Notify customers of insufficient payments.  Verified accounts by reconciling statements and transactions. Resolved account discrepancies by investigating documentation, issuing stop payments, payments or adjustments. Maintained financial security by following internal accounting controls. Verify and secure financial information by completing data base backups. Archive financial historical records by filing accounting documents. 

Month End closing and financial reporting and payroll processing (50% of the time) completed of financial reports, month-end closing of accounts using a financial procurement system to create account reconciliations of all accounts, and the processing of payroll using and outside source, invoice company grant administrators for disbursement of funds. Also, provided translation/interpretation to the company as needed.
RSI






                      
01/2006 – 10/2006

Accountant  






                 Hours per week 25hrs

750 W. Hampden Ave





                 Telephone 303-458-1204
Suite 500

Englewood, CO 80110



    
      HR employment verification 303458-1204

Accountant assistance (100% of the time) Prepared bank reconciliations monitored and reviewed reports for accuracy and completeness. Maintained financial data base, computer software systems and manual filing system.
Futuro Solido USA







10/2003 – 12/2006







Interpreter







 Contract Job 
668 Cook St







 Telephone 303-837-8224

Denver, CO 80206





     HR employment verification 303-837-8224

Interpreter (100% of the time) provided language and document translation and interpretation for CASA Colorado.  This includes legal interpretations, translation for United States Citizenship and Immigration Services interviews, presentations pertaining to insurance benefits rules and regulations, and interpreting in various medical settings. Participated in a workshop for certification as an official court interpreter in Colorado courts.
Colorado Access







11/2009 – 07/2003
Member Services Representative





Hours per week 40hrs
10065 East Harvard Avenue






Telephone 800-511-5010

Suite 600

Denver CO, 80231





    HR employment verification 800-511-5010

Member Service Representative (90% of the time) Served as a liaison to Colorado Access clients by providing information pertaining to benefits and services related to their health plans as well as assisted health care professionals with questions about patient billing.  Assisted in the implementation of a Spanish phone line though the recording of data, data analysis in the pilot phase of the project; and provided recommendations on the improvements that could be made to better serve Spanish-speaking clientele. 
Project consultant (10% of the time) help with implementation of a project that created a clearinghouse for Spanish-English translations of Member Services documents pertaining to health plans and benefits.       

.





References Available Upon Request
