Sherri lynn Lambert
PO Box 44036 Denver, Colorado 80201
Phone: 720-775-2924
Email: slambert2924@gmail.com


career summary

Providing excellent customer service and team work with motivation to achieve company goals. 
Summary of Qualifications

· Type 55 wpm and 10 Key
· Parcel and mail distribution

· Microsoft Office Suite and Windows XP
· Cash Handling
· Customer Service
· Ability to work in a team or independently
· Effective Communication
· Ability to solve problems 
· 15+ years in Banking/Finance industry
Professional Experience

Finance and Banking
· Prepared, organized and mailed financial statements to bank customers
· Maintain files of canceled checks and customer signatures

· Encode and cancel checks, using a single pocket encoder

· Match statements with batches of canceled checks by account number

· Retrieve checks returned to customers in error, adjust customer accounts, and answer inquiries
· Monitor equipment to ensure proper operation

· Process Retail/Wholesale lockbox accounts in a timely manner

Customer Service 
· Provide public with information concerning RTD – Board of Directors
· Process business customer payrolls

· Alert customers to suspected fraudulent activity and guide through remedy steps

· Proof customer deposits for errors and make necessary adjustments

Administrative

· Process cash letters for Federal Reserve Bank
· Run program to generate daily report information for Colorado region
· Prepare outgoing mail with information for bank customers
Employment History

UMB Bank



Item Processing Clerk



12/06-03/10        




Wholesale/Retail Lockbox Clerk


03/10-10/11
RTD  – Board of Directors

Intern





10/06-11/06

Fiserv – Denver Colorado

Proof Operator




03/04-11/05






Correction Clerk




11/05-08/06

Union Bank and Trust (Key Bank)
Mainframe Operator



02/95-02/03
Education

Community College of Denver

Business Services



12/06

Barnes Business College


Computer Information Tech Certificate

06/88


