Carol Joy Cullum

7731 South Depew Way

Littleton, Colorado  80128

Phone (303) - 979-0168

	Work experience
	2004-2012                Financial Planning Association                         Denver Co           

2007-2012

Senior Data Support Specialist
Responsibilities:

· Compile, update and maintain standard operating department procedures

· Process membership credit card and incoming check transactions including return checks and credit card disputes 
· Maintain and encourage the accuracy and integrity of the iMIS database
· Working with other department managers to create policies and procedures for cross over processes
· Prepare daily bank deposits
· Reconcile iMIS to PayPal daily credit card batches
· Assist accounting manager to clear uncollected transactions
· Backup to fulfill weekly new and renewing membership packets
· Monthly billing quality assurance and mailing
· Resolve staff research requests including refunds, record updates, and duplicate record mergers
· Testing all system upgrades to assure proper functionality

· Compile and maintain Excel spreadsheet for Ethics violations

· Perform online data searches to update contact information on outdated member contact information

· Attend annual events in the registration booth

2004-2007

Supervisor Member Services

Responsibilities:

· Ensuring Quality

· Meeting department standards of service

· Ensuring compliance with company policies and bank regulations

· Create and maintain tracking for all department processes in Excel

· Create a daily reconciliation process for online and internal batch transactions
· Staff training and development

2003-2004                                       UMB Bank                                Denver Co

Supervisor Item Processing/Proof

Responsibilities:

· Staff development and training 
· Meeting  established production deadlines ensuring quality

· Assigning staff  to various areas of production

· Ensuring compliance with company policies and bank regulations

· Reporting daily production statistics

· Processing checks with a minimum of 6000 keystrokes
· Running check sorter end of day balancing
1999-2001
Charles Schwab and Company
Englewood Co

Break Team  Senior Rep

· Reconcile daily Mutual Funds differences

1995-1999

Team Lead Quality Assurance Schwab One Department

· Review all daily data entries for accuracy including monetary transactions

· Writing direct reports performance reviews

· Identify training needs on an individual and group basis

· Work with auditor to ensure compliance with department policies and procedures

1991-1995
             Merrill Lynch
                          Lakewood Co

Team  Lead Reconciliation

· Personally responsible for reconciling 9 GL accounts

· Monitoring reconciliation and aging items on direct reports for 17 GL    accounts and assisting with resolution 

· Research and correct daily differences

· Liaison between vendor banks and company

· Entering journal entries

· Training team members on bank reconciliation
1985-1990                                      Citibank                             Walnut Creek Ca
Supervisor Statement Processing



	

	

	


