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Summary of Skills

·         Organized, detail oriented with strong problem-solving,
          analytical skills.

·         Self-motivated team player that works equally well
          independently with a positive attitude.

·         Responsible, enthusiastic and a quick learner.

·         Able to multi-task under pressure and consistently meets
          deadlines.

·         Excellent written and oral communications skills.




Computer Skills

·         Advanced knowledge in Microsoft Office (Word, Excel,
          PowerPoint).

·         Proficient in a Windows environment, and able to learn new
          programs with ease.





Education

Metropolitan State University of Denver

Bachelor of Administration: Public Relations
(Currently pursing)



















WORK EXPERIENCE


Compliance Specialist
March 2011 - November 2011
Rose & Associates - Denver, CO
(A division of The Sawaya Law Firm)

·         Sent weekly and monthly reports on funds received on accounts.

·         Received daily reports on accounts needed to close or update.

·         Monitored accounts for closure due to paid off or settled.

·         Closed out of state or out of statute accounts.

·         Received reports for placement of new accounts.

·         Checked conflict of interest, bankruptcy filing and military
          service on new accounts.

·         Filed Satisfaction of Judgment and Compliance Dismisal
          with county courts on closed accounts.

·         Received payments on accounts via personal check,
          money order, cash, levied funds and employer garnishments.

·         Made daily bank deposits via remote bank access.

·         Monitored accounts for further wage and bank garnishments.


Operations Clerk 3
March 2003 - May 2009
Wells Fargo & Co., N.A   Denver, CO

·         Assisted in research and resolution of special projects
          utilizing various tools.

·         Supported the Corporate Trust department in filing
          approximately 1,200 documents for over 2,000 accounts.

·         Met timely responses for file requests received by Corporate
          Trust, Institutional Trust and Wealth Management Group.
          Monitored the daily edit report for InfoTrax database

·         Facilitated with the Corporate Trust department in a special
          project transferring 75,000 student loans to New Mexico.

·         Department Emergency Floor Warden.
Customer Service Rep.
August 2000 - January 2003
Airgas Intermountain, Inc., Denver, CO

·         Coordinated with sales personnel on shipping and receiving
          products for customer use.

·         Filled orders for delivery.

·         Assisted in answering customer phone calls.




Trust Assistant 1
December 1997 - August 1999
Wells Fargo & Co., N.A   Denver, CO

·         Received contribution checks from clients to invest in their
          401(k) accounts.  Coordinated with client to distribute funds.

·         Worked with the client’s payroll department to arrange on-site
          training seminars.

·         Selected for an internship through Metropolitan State College
          to work in Norwest’s Marketing department from the period of
          March 1999 to August 1999.

·         Prioritized clients’ requests by assessing level of
          importance.

·         Developed and implemented account closing procedures.

·         Edited weekly newsletter for state wide distribution detailing
          employees’ contribution in volunteer work and community
          activities.

·         Assisted in the planning and implementation of bank
          sponsored events such as the Norwest Ski Cup, Norwest CultureFest.

·         Formatted reports, letters and tables to company standards
          using Microsoft Word and Excel.

