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ADDITIONAL INFORMATION
ANDREA V. KEYS
|Roseville, MN | 651 925 9996 |andreakeys7_mip@indeedemail.com|
BILINGUAL BUSINESS PROFESSIONAL
● BENEFITS GENERALIST ● RETIREMENT ADMINISTRATOR ●PROJECT MANAGER ● LANGUAGE INTERPRETATION ● BICULTURAL MARKETING ●PROOFREADING ● TRANSALATION.
Q U A L I F I C A T I O N H I G H L I G H T S
· Skilled multilinguist, experienced in providing Spanish interpretation services and driving culturally targetedinitiatives.
· Adept at prioritizing, multi-tasking, and managing concurrent projects in fast-paced work environments.
· Sharp investigative, research, analytical, and report writing skills; experienced in managing large-scaleresearch projects.
· Proven ability to collaborate and communicate effectively with professionals at all levels of an organization.
· Technically skilled in: Microsoft Office, Depot and Oracle BPM & People Soft.
· Fluent in English & Spanish
· Project Manager
· Team Leadership & Mentoring
· Spanish Interpretation
· Report Generation
· Social Media Marketing
· Document Reviews 
· Client Presentations
· Data Analysis
· Ability to type 45 wpm
P R O F E S S I O N A L E X P E R I E N C E
Andersen Windows, Oak Park, MN 
August 2015 – January 2017
Benefits Generalist
· Provide excellent service to a culturally and background diverse employee and retiree population via variouscommunication methods.
· Use in-depth knowledge and understanding of employer and employee paid benefit offerings to provideenrollment support and assistance to eligible employees and retirees.
· Serve as benefits generalist for all plans and programs offered within the enterprise, staying current on planprovisions and administrative processes.
· Partner with benefit vendors to resolve individual requests and issues related to eligibility and claims.
· Process data and enrollment elections within HCM system timely, accurately, and in accordance withdepartment guidelines.
· Partner with internal and external team members to appropriately escalate questions and situations to correctparties.
· Ensure that functional process documentation is up to date and accurately reflects current state.
· Ensure all newly eligible employees are informed of their enrollment options, timelines, and their enrollmentstatus.
· Monitor and maintain sufficient stock of employee benefit related materials; coordinate with vendors to orderadditional supplies.
· Contribute to a positive work and team-oriented environment.
· Open Enrollment Project Manager and proofreading employee communication.
· Assist with various marketing campaigns, videos and Payroll communications translation. 
· Review and translate corporate documents, company newspaper and proofreading Benefits Plan Summarydescriptions including open enrollment materials and status changes forms.
Wells Fargo / Bremer Bank, Roseville, MN 
April 2013 to April 2015
Retirement Agent 1 / Mortgage Assistant 
· Management effectively a high-volume of inbound and outbound 401 K customer calls. 
· Answered a constant flow of customer calls with up to 100 calls in queue per minute. 
· Addressed and resolved customer product complaints empathetically and professionally. 
· Gathered and verified all required customer information for tracking purposes. 
· Documented, researched and resolved customer service issues. 
· Main contact Interpreter and translator of policies and procedures for Spanish speaker. 
· Identified chronic customer issues by creating and maintaining customer complaint log. 
· Managed high call volume with tact and professionalism. 
Express Professional –Agency, Minneapolis, MN
February 2012 - January 2013
Loan Document Specialist 4
· Managed a loan pipeline and follow up all thru 6 – 12 months loan renovation projects. 
· Assisted customers with documentation and fee distribution. 
· Processed and closed complex loan packages. 
· Reviewed loans for borrower's eligibility verifying loan conditions were met. 
· Tracked activity of department utilizing multiple computer systems. 
· Obtained missing documentation needed to complete a loan file. 
· Monitored timely receipt of documentation. 
· Completed daily assigned tasks. 
· Communicated with external vendors via phone and email to follow up on billing. 
· Worked independently in a fast-paced environment. 
· Research county websites for outstanding document. 
A C A D E M I C B A C K G R O U N D
Bachelor in Labor Law •Hispanoamericana University
CEBS Certification •University of Pennsylvania
Career Readiness Certification •Minnesota Work Force
