Alvin Perez
15898 E. Ford Place
Aurora, Co. 80017
(720) 318-7008
SKILLS:
· Typing 65+ wpm.
· Strong knowledge on Excel, Word, Access, and PowerPoint.
· Ability to work under pressure in a fast- paced environment and manage multiple task.
· Ability to work independently with good organizational and communication skills.
· Experience in working for a large bank corporation
· Professional appearance and attitude.

EXPERIENCE:
2012 		Community College of Aurora						
Present 		Student
		Studied Computer Information Technology in Networking
[bookmark: _GoBack]2009- 2012 	UMB Bank								Denver, Co.
		Sr. Lockbox Clerk
		Supervised the clerical staff consisting of eleven clerical employees. Acted in the capacity of   Administrative Assistant to the Lockbox Manager, created operation procedures and reports for employee’s evaluation, and monitored over-all performance.
1996-2009	Wells Fargo Bank							Denver, Co.
		Loan Documentation Specialist 3
		Reviewed loan documentation from client’s, generated check payments, and resolved discrepancies on interest rates. Manage timely payments of loan approval prior to meeting all given loan guidelines. Answered phone calls from customers. Provided and facilitated inquiries for an expedited loan closure.

EDUCATION:
	H.S. Diploma
	Community College of Aurora			Getting a Certificate on Information Technology

COMPUTERS:
	Word, Excel, Access and PowerPoint

REFERENCES:
	Furnished upon request.




		
		
		



