ALEXANDRA LATHROP
7920 N 95th St 
Longmont, Co 80504
303.726.5032 (c) 
Lathrop.Alex1@gmail.com
SUMMARY
· Enthusiastic about and skilled in learning new concepts quickly and working well under pressure.
· Strong ability in dealing with stressful circumstances and creating solutions in a quick manner.
· Proven high attention to detail and quick adaptation to new environments. 
· Extensive computer training, including knowledge in all Microsoft Office (Word, Excel, PowerPoint and Outlook) programs, QuickBooks, and troubleshooting basic hardware/software connectivity.
· Thrive working in a team-based and highly diverse work environment. Culturally savvy.

WORK EXPERIENCE 
AUGUST 2013– PRESENT			Centennial Bank  				Centennial, CO	 
Deposit Operations Specialist
· Balance and total all checks, deposits, withdrawal slips, cash tickets, and other records of bank transactions according to established procedures. 
· Locate and reconcile any transaction errors with appropriate personnel. These errors include verification/correction of data, preparation of reports for management, creation and updating information from various sources, reconcilement and resolution of item adjustments or errors.
· Processes on-us checks for all branch locations.  Correct invalid information, such as account numbers and process outgoing cash letter. 
· Provides assistance to customers, other banking institutions, and co-workers with inquiries or concerns.  Ensure responses are prompt and courteous with an emphasis on customer service. 
· Ensure compliance with various regulations associated with financial institutions and public companies.
· Performs monthly monitoring and verification of selected reports
· Assisting in fund transfers wire transfer preparation, ACH interest updates & corrections, account balancing, processing of lockbox clients. 
· Presents foreign items for collection, and processes collected amounts to client accounts, Reviews and processes rejected and exception items including stop payments and returns.  
· Prepares a variety of debit and credit transactions to accomplish necessary corrections or adjustments, process customer interest checks, perform deposit verifications, prepare reports, perform account maintenance review, review and mail account notices and account statements.

SEPTEMBER 2012– AUGUST 2013			Centennial Bank  				Centennial, CO	 
Client Services Specialist 
· Served as the first line of contact with all banking customers.
· Commended customer service performance to include; opening new accounts, explaining available bank products and services and gathering customer information to process new and existing accounts. 
· Performed all teller and new account related functions such as receiving, verifying, and providing receipts for all transactions of cash and/or checks, including all deposit accounts, safe deposit boxes, loan payments and tax deposits. 
· Extensive working knowledge and understanding of bank products, regulations associated with the general bank and deposit/new accounts functions as well as general banking compliance.  Actively participated in regulatory compliance, sales, service and product training meetings.
· Actively promoted bank by maintaining excellent customer relations and referring current and prospective customers to appropriate staff for needed assistance.   Represented the Bank in community affairs and civic organizations.
· Maintained continuity of processes and provide the institutional knowledge on points of contact, archive historical background information on issues, and routinely recommend courses of action on banking. 
· Received highest marks on all reviews 

JUNE 2009 – SEPTEMBER 2013			Coach Inc  					Castle Rock, CO	 
Cashier
· Started as a stock associate in charge of inventory control, distributing merchandise and maintaining the store database. Responsibilities now include setting up and maintain merchandise displays, implementing new floor set designs every three weeks and assisting customers. 
· Have gained experience as a cashier handling large sums of money, assisting in store opening and closing procedures, assisting customers and maintaining a client record base. 

JUNE 2010 – AUGUST 2010		Vytauto Didziojo Universitetas (VDU)  			Kaunas, Lithuania
Intern
· Provided support in developing programs to raise awareness of the university.
· [bookmark: _GoBack]Completed various support tasks to include educating the University of the American grading systems, developing a pamphlet to help attract American students, and reviewing documents to help assist in translation. 
· Accredited European credits for coursework completed throughout the internship. 
· Received scholarship for my work with the school upon completion of internship

DECEMBER 2006– AUGUST 2009		Greenwood Photography			Woodbridge, VA
Administrative Assistant
· Completed cashier responsibilities for on-site events handling large sums of money and many customers usually in a stressful environment. 
· Helped perform various office tasks to include the processing of orders, set up and take down of sets and assistance in promotional mailers. 

JANUARY 2006 – MAY 2006           	               Morelli & Associates			             Lakeridge, VA
Administrative Assistant
· Served as the assistant to a group of tax preparers for the duration of tax season.
· Responsibilities included filing and preparing of highly sensitive materials, helping in the gathering of information for the next day’s clients and being able to respond positively to stressful and demanding situations. 

EDUCATION
Working towards an Associate of Arts Degree – Community College of Aurora  (30 credits completed) 

Advanced Diploma – C.D. Hylton High School  Dale City, VA                                                                                              June 2009
Certificate of completion of the Center for International Studies and Languages Program

ACTIVITIES & HONORS
· [bookmark: OLE_LINK1][bookmark: OLE_LINK2]Girl Scout Gold Award Recipient (equivalent to Eagle Scout Award in Boy Scouts) 2009
· Girl Scout Silver Trefoil Recipient (100 hours of Service, including congressional internship) 2007
· Daisy and Brownie Girl Scout Leader  2007-2009 
· Committee Chair for Denver Crohns and Colitis Foundation Walk 2013	
