NINA HAMILTON
3114 66TH AVE CT
GREELEY, CO   80634

HOME (970) 573-5677     CELL (307) 259-3202
EMAIL:  hami9a@aol.com

EDUCATION (FORMAL)

[bookmark: _GoBack]1974-1975 – Casper College (Casper, WY) – Obtained my Secretarial Certificate
1977-1979 - Denver Academy of Court Reporting
1995 - Series 7 and Series 63 Licensed – Both licenses expired in August 2013

JOB EXPERIENCE

Capwest Securities, Inc. - Greeley, CO - (1/3/07 to 7/26/11) - Series 7 and Series 63 Licensed Broker Assistant and Licensing Coordinator
Duties:  Assisting in opening and maintaining client accounts, handling liquidations, and servicing accounts when a client had questions or needed a transaction performed.  I processed paperwork through a system called Laserfiche and am very familiar with DST Vision.  I recorded and processed the monthly blotters.  I also dealt with getting the firm licensed in in various states, using NIPR and SIRCON.  Capwest Securities dealt mainly in Private Placements, Non-Traded Reits, Annuities and Mutual Funds.  The company has closed their doors.  Contact Susie Hall at 970-381-3773.

George Bryce, CLU, ChFC Clearing Through Lincoln Financial Advisors - Casper, WY - (8/26/02 to 10/14/05) - Series 7 and Series 63 Licensed Broker Assistant
Duties:  Writing and entering all trade tickets for stocks and mutual funds; typing the daily trade blotter; submitting quarterly transaction reports; recording and submitting deposits into client accounts; recording and submitting stock certificates; submitting new account applications for brokerage and mutual fund accounts; assisting clients with distributions and rollovers involving all types of IRA accounts and 401(k) accounts; assisting clients with cost basis information; assisting clients with all account related issues; responsible for keeping files up to date for the NASD audit.  I quit, as my husband’s employment required us to move to Colorado.  Contact Kathy Sasser at 307-235-5822.

Wyoming Financial Securities – Casper, WY – (12/7/93 to 8/21/02) – Series 7 and Series 63 Licensed Operations Supervisor
Duties:  Started as a Broker Assistant to two Series 7 Licensed Brokers and was promoted to Operations Supervisor after I got licensed.  I was responsible for handling all deposits, cutting checks from client accounts, entering trades for stocks and mutual funds, extensively dealing with clients and booking in stock certificates.  I was in constant contact with our clearing firm support team, dealing with various issues such as margin calls, canceling and rebilling trades, etc.  I also reconciled the daily trade blotter for broker commissions and provided all paperwork required for the annual NASD audit.  I quit to go to work for George Bryce of Lincoln Financial Advisors.  My supervisor at Wyoming Financial was Bill Rader, who is no longer there, but he can be reached at 307-265-6014.  The company is now based out of Cheyenne, WY.  Contact Todd Bishop at 307-634-1547.

I have taken online classes in Microsoft Excel and Microsoft Word and can type 80 wpm.
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