18241 Kerrville Trail, Lakeville, MN 55044

sylvie.suzanne@gmail.com  ▪  (612) 961-2958


Sylvie S. Epperson
Summary of Qualifications

· Exceptional interpersonal skills, phone manner and office etiquette

· Adaptive, intuitive, and detail oriented

· Dedicated and highly reliable

· Sensitive to confidentiality

· Ability to communicate effectively both verbally and in writing

· Software: Microsoft Word, Excel, PowerPoint, Access, Lotus Notes
· Typing: 80+ wpm
Professional Experience

U.S. Bank National Association ▪ February 2006 - Present
Commercial Service Banker
U.S. Bank Commercial Customer Service, Bloomington, MN ▪ January 2012 – Present
· Service Banker assisting commercial customers by phone and email.  Covered a wide variety of topics, including:
· Assisting customers in troubleshooting programs such as SinglePoint 

· Process outgoing wire transfers

· Respond to customer inquiries on account information
· Met department Service Level Agreement timelines on all inquiries
Corporate Banking Client Representative
U.S. Bank Mortgage Banking Services, Minneapolis, MN ▪ July 2010 – January 2012
· Primary contact person for Mortgage Banking Services warehousing client.  Perform customer’s daily work including:

· Process daily wire batches within specified time frame

· Receive and process customer shipping requests to various Investors
· Process advances and payments associated with customer’s daily activity
· Answer questions or resolve issues via email and phone

· Maintain accurate daily work file

· Balance and pull daily reports for customer

· Prepare customer’s collateral files for shipping
Administrative Assistant
U.S. Bank Mortgage Banking Services, Minneapolis, MN ▪ February, 2006 – June 2010
Perform various administrative duties to support department of 35 employees, including:

· Work with new customers to collect Treasury Management documents and open primary accounts

· Review and comment on department overdrafts through Web OD system
Professional Experience (continued)

(Administrative Assistant, continued)
· Create and maintain multiple spreadsheets
· Submit Account Analysis eForms

· Maintain department Payroll records and submit to Human Resources

· Respond to employee inquiries on employment policies and procedures

· Distribute communication to customers as requested by Relationship Managers
· Update Employee Manuals and distribute to new employees
· Write and maintain procedures

· Manage legal document files and track receipt on Access database

· Receive and submit invoices
Amica Mutual Insurance Company ▪ August 2005 – December 2005
Account Representative
Bloomington, MN
· Create and sell insurance policy to match the needs of both new and current customers

Naturescape ▪ May 2004 – December 2004
Administrative Assistant
Eagan, MN
· Support office of 8-10 seasonal employees and approximately 350 customers

· Maintain internal database to ensure record accuracy and timely service

· Schedule and coordinate lawn care appointments

· Work with new and current customers to determine appropriate lawn care service package

· Reorganize and maintain extensive filing system

· Order and receive supplies
Education

Homeschool – High School Diploma ▪ 2002

Volunteer Experience

Operation Glass Slipper 
· Spring 2010, 2012, 2013
Families Helping Each Other
· Winter 2011, 2012
United Way Caring Force Volunteer
· U.S. Bank ▪ Autumn 2008, 2009, 2010
Special Olympics
· U.S. Bank ▪ Spring 2009, 2010, 2013
Sponsor a Family

· U.S. Bank ▪ Winter 2007, 2008, 2009
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