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PROFESSIONAL EXPERIENCE: 

Contract and Temporary Agencies                                                                                                           	7/11-Present
 Various Positions   
· Educated policy holders about their benefits for a major Health Insurance Company
· Closed credit card accounts for a major Brokerage House
· Assisted with annual inventory for a major Department Store
· Served as Administrative Assistant and Receptionist for local Non-Profit
· Completed expert training on CBMS to enter applications for Colorado Adult, Family and CHP+Programs

Pitney Bowes                                                                                                                                                 5/10 – 6 /11
Indexer 
· Indexed incoming scanned documents
· Prepared incoming documents for scanning
· Processed specialized checks for scanning and indexing

Oppenheimer Funds																																																																																																																																																																																																																																													                                                                 5/07 – 10/08
Supervisor of Administrative Services
· Managed the Deposit Processing Department and the Imaging Department
· Met and exceeded Department and Company Goals for processing times
·  Successfully implemented new workflow system

FISERV	                                                                                                                                                          5/06 – 4/07
Supervisor of Deposit Processing and Check Scanning
· Managed team of 8 Specialists
· Oversaw Deposit and Posting process
·  Researched the Check 21 Regulation

MetLife		                                                                                                                                                          5/97 – 3/06
Advanced from one position to another
· Supervisor of Imaging, Administrative services, Transfer of Assets and Contract Print
· Supervisor of Western Region Field Support
· Supervisor of Administrative Services, Mail
· Field Support Representative

EDUCATION: 

Metro State College																																																																																																																																	 
3 years college credit

ADDITIONAL SKILLS:
· Proficient in Microsoft Office including but not limited to Word, Excel, Outlook, etc.
· Project Management, especially for Workflow Improvement
· Change Management for Teams
· Improving  and Implementing Customer Service Protocols
· Regulation 60 and Replacement Protocol
· Implemented Platform Conversion for Records Migration

