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Home: (602) 942-0467 Cell: (602) 380-5527
E-mail: beganovich@aol.com  


Summary: 	
Responsible and experienced support professional with demonstrated computer, interpersonal and clerical skills in the financial services industry.


Selected Skills:
· Mail room clerk
· Branch Capture Balancing, Data Entry, Ten Key
· General office procedures
· Self-directed
· Strong problem solver
· Results- oriented
· Strong interpersonal skills
· Dedicated team player


Professional Experience:             

	BMO Harrys Bank, Phoenix, AZ, 1999-2013
	
	Service Representative II.
                                       Keying and Branch Capture Balancing, Mail Room Clerk, promoted 4 times.
	
· Increased office organization by developing more efficient filing systems and customer database protocols.
· Completed work according to bank priority and work daily to meet all deadlines with both mail and computer room.
· Successfully provided Daily Keying and Balancing checks and transactions with outstanding quality.
· Ensured all outgoing mail meets set deadlines and work is sorted to branches properly.
· Completed all tasks accurately and timely to ensure quality customer service.
· Resolved all work related problems independently.


Education:                	
· Bachelor of Sociology, Political University. 
Sarajevo, Bosnia and Herzegovina
· Maricopa Skills Center, a Division of Gateway Community College. 
		Certificate in Office Assistant. 900 clock hours. 









			


