
Jamie Gibson-Gallegos
	1206 Creekwood Court
Windsor, CO 80550
	jamiegibson@comcast.net
	Home: 970-460-0703
Cell: 970-978-5233



I am seeking a position within a company where my experience can be utilized in a variety of ways and where there is potential to expand my knowledge and grow with the company.
Areas of Expertise
	Operations Management
Complaint Handling & Resolution
Leadership
	Customer Relationship Building  
Self Motivating
Learn Quickly / Attention to Detail
	Teambuilding & Training
Ability to Multitask 


Professional Experience
	Advantage Bank — Loveland, CO
	07/11 to 09/13


Community Branch Manager, 8/12 to September 2013
Risk Management Coordinator, 3/12 to August 2012
Lead Banker, 07/11 to March 2012
Responsibilities:
Directly managed five employees within the teller line and new accounts area ensuring each employee understood and performed their job responsibilities while adhering to policies and procedures.
Conducted monthly audits of vault and teller cash drawers, negotiable instruments, safe deposit boxes, reconciled branch accounts and conducted security training.
Attempted to collect on accounts in the process of being turned over to collections, documented collection attempts and completed charge-off reporting.
Review daily reports for suspicious activity, conduct research, note findings and escalate to BSA Officer when necessary.
Train new and current employees on processes within the bank to ensure consistency throughout the bank.
Review and process Writ of Garnishments, Levies, Summons, Subpoenas and Bankruptcy notifications.
Review Currency Transaction Reports for all branch locations, note errors and or recommendations prior to submitting.
Conduct monitoring on all High Risk accounts monthly.  All monthly activity reviewed and all findings documented.
Open and close new accounts, evaluate needs of customers and potential customers and offer appropriate products and services.
Collaborated with the Branch President on budget items, branch goals and upcoming events.

	Bank of Choice— Evans, CO
	12/02 to 6/11


AVP Branch Operations Officer, 2005 to 6/2011
Branch Operations Officer, 09/2003 to 2005
Teller Supervisor, 12/02 to 09/03
Responsibilities:
Directly managed six to twelve employees within the teller line and new accounts area ensuring each employee understood and performed their job responsibilities while adhering to policies and procedures.
Conducted monthly audits of vault and teller cash drawers, negotiable instruments, safe deposit boxes, reconciled branch accounts and conducted security testing.
Provided secondary review of Regulation CC Holds and Currency Transactions Reports for all branch locations.
Collaborated with the Market Manager on budget items, branch goals and upcoming events.  
Evaluated needs of potential customers and offered appropriate products and services.
Conducted monthly employee reviews while providing both positive and negative critique and setting monthly goals. 
Provided assistance as needed to the Teller Line or New Accounts area.

	Commercial Federal Bank — Denver, CO
	08/01 to 11/02


Client Service Supervisor, 08/01 to 11/02
Responsibilities:
Directly managed seven employees within the teller line and new accounts area ensuring each employee understood and performed their job responsibilities while adhering to policies and procedures.
Conducted monthly audits of vault and teller cash drawers, negotiable instruments, safe deposit boxes, reconciled branch accounts and conducted security testing.
Collaborated with the Market Manager on budget items, branch goals and upcoming events.  
Evaluated needs of potential customers and offered appropriate products and services.. 
Provided assistance as needed to the Teller Line or New Accounts area.


	Key Bank — Loveland, CO
	07/00 to 08/01


Teller, 07/00 to 08/01
Responsibilities:
Received and disbursed cash, payments, redeemed and issued savings bonds, negotiable instruments while providing excellent customer service.
Balanced and maintained cash drawer, balanced ATM, coin machine and vault.
Offered products and services to customers and potential customers.

 
	Vectra Bank — Lakewood, CO
	08/96 to 03/99


Teller Supervisor, 01/97 to 03/99
Teller, 08/96 to 01/97
Responsibilities:
Directly managed four tellers ensuring each employee understood and performed their job responsibilities while adhering to policies and procedures.
Conducted monthly audits of vault and teller cash drawers, and negotiable instruments.
Ordered and shipped currency for the branch.  
Evaluated needs of potential customers and offered appropriate products and services.. 
Provided assistance as needed to the Teller Line.
Education and Training
	Aims Community College — Greeley, CO
	1993 to 1995


Associate of Arts Degree 2001
Training: Completed numerous courses and seminars in customer service, sales strategies, time management, leadership, and performance assessment.
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