Anna Barr


3340 E. 140th Place

Thornton, CO 80602

(303) 921-6536

anna.barr@usbank.com

February 11, 2015

Corporate Management Group

Northglenn, Colorado

Re: Administrative Assistant Opening 

To Whom It May Concern:

I was thrilled to see your opening for an administrative assistant and I hope to be invited for an interview. 

My background includes 6 years experience with U.S. Bank. I began as a teller, and moved my way up to the position of Branch Operations Specialist. As a branch operations specialist, my daily responsibilities involved working with multiple branches within the district to ensure audit compliance, resolving account issues and tracking losses within each branch. I also trained employees through one-on-one coaching or preparing classes, I filled in for various branch positions as needed (management, teller, banker). I also performed various administrative tasks for the district such as filing, preparing meeting documents, and compiling district communication. I consistently met or exceeded goals set in place. 

My experience has given me considerable customer service skills, time management, and the ability to resolve various issues and complaints (with employees and customers). It has also taught me flexibility, and the ability to learn new tasks quickly.

I also have strong computer skills, and a bachelors degree. Please see my resume for the details of my education. 

I am extremely confident I can offer you the administrative skills you are seeking. Please contact me at home 303-921-6536 or by email annajbarr@gmail.com to arrange an interview. Thank you so much for your time – I look forward to learning more about this opportunity! 

Sincerely, 

Anna Barr

Anna Barr


3340 E. 140th Place

Thornton, CO 80602

(303) 921-6536

anna.barr@usbank.com

OBJECTIVE: I am seeking an administrative position that will allow me to utilize my knowledge, experience and skills to contribute to the overall success of the company. 
QUALIFICATIONS

I have 6 years experience in the banking industry. This has given me a wide range of skills, including customer service, problem resolution, communication and administrative skills.  

EDUCATION

2010
Bachelors of Science, Business Finance, Regis University

EMPLOYMENT

2006 - 2012, Branch Operations Specialist U.S. Bank

I was held responsible for branch compliance audits, tracking branch losses and employee training. I filled in for various branch positions as needed. I also compiled training courses, ran meetings, and performed various administrative duties. 

Previous positions with the bank include teller, floating teller and teller coordinator. 

Awards & Achievements

· Top Branch Operations Specialist for consecutive quarters from Q2 2010 to Q2 2012.

· Battle of the Shipments top branch operations specialist, 2012

· 100% audit pass rate in 2011 and 2012

· 100% customer experience scores

