	Melissa Bustamante

	8674 Carr Loop  |  Arvada, Co. 80005  |  303-378-0738  |  Melissabusta1978@yahoo.com

	Objective

	Looking for a position as an Administrative Assistant utilizing my well-honed organizational and communication skills to make a positive contribution to the organization.

	Skills Profile

	Skilled at creating and updating Excel spreadsheets
Microsoft Office proficiency 
Meticulous attention to detail
Schedule/calendar management
Strong organizational skills 
Interpersonal skills
Can type 60+ WPM

	Employment History

	[bookmark: _GoBack]Administrative Coordinator III, BBVA Compass
	January 2009-November 2013

	Northglenn, CO
Schedule/calendar management, meeting planning and organization
Responsible for record maintenance and employee confidentiality 
Conducted branch visits
Assisted branches with client and operational issues
Expense reporting and invoicing
Created spreadsheets and PowerPoint presentations
Received an award for most valuable employee of the quarter


	Customer Service Manager, BBVA Compass
	January 2005-January 2009

	Arvada, CO
Managed 5 Tellers and 2 Personal Bankers
Performed some daily Teller functions and completed customer transactions
Balanced and maintained vault on a nightly basis
Responsible for all branch scheduling 
Data entry and records management 
Supported sales team and performed account opening and maintenance
Provided excellent customer service on a daily basis and received several awards for outstanding service
Received gold club award for ranking in the top 5% of management 3 out of 4 years
Regularly scored 100% on internal audits






	Employment History Continued

	Senior Teller
	           February 2001-January 2005

	Arvada, CO
Accurately balance and maintain personal cash drawer on a daily basis
Balanced and maintained vault on a nightly basis
Led branch in customer referrals
Consistently received 100% customer service scores
Accurately processed customer transactions
Data entry and records maintenance


	References

	Cindy Peterson, Branch Retail Executive at BBVA Compass                           303-514-3440
Johanna Kirschenbaum, Branch Retail Executive at BBVA Compass          303-506-1324
Chaz Eiguren, Business Development Officer, BBVA Compass                     303-513-5184       



