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Brigit O. Phelps



8830 Piney Branch Road #1202


E-mail: brieh85@hotmail.com

Silver Spring, MD 20903


Phone: 
240-676-9720


Objective:  
To obtain a Project Management or a related position that will utilize my professional banking experience, education and acquired skills to positively impact company performance while providing personal and professional growth including a dedication and concentration to excel at every available level. 
Professional Summary and Achievements:
A motivated, dependable, and a resourceful individual with a strong work ethic, process oriented skills and a variety of banking, international management and customer service experience. 
A professional with a proven track record that can perform a variety of project planning, scheduling, coordinating and analytical duties while satisfying the needs and demands of the most meticulous clients. An effective team player with the competence to work in lead roles, committed to excellence with a proven ability to handle multiple projects simultaneously with attention to detail and accuracy, while meeting deadlines and exceed all expectations with minimal supervision. 
Key Qualifications
· Over 9 years of commercial banking and financial experience.

· Seasoned knowledge in the principles and practices of risk mitigation, wire transfer and other electronic funding duties.
· Strong mentor skills in staff training and development.

· Firm communication skills, customer relationship skills and team leadership skills.
· Effective problem assessment and problem solving skills.
· Exceptional strategic financial planning and budget management skills.
· Distinct critical thinking abilities with good negotiating, influencing, and delegating skills.
· Excellent supervisory experience, including setting goals and objectives, project development, and project management.
Professional Experience:
Wire Transfer Specialist


Eagle Bank
 

Dec 2008 - present
Silver Spring Maryland
· Process, input and verify wire transfer payments and administrative messages into the Money Transfer and or Correspondent Bank Systems.
· Stage outgoing wire transfers; verifying customer identity, funds availability, accurately entering request into GFX system, and provide finance personnel with appropriate paperwork.

· Perform incoming wire transfers; including calling departments or customers, as required.
· Monitor all online queues and perform duties as needed to ensure work is processed in a timely manner to meet established guidelines.
· Monitor work flow to ensure all incoming and outgoing wire transactions are processed within established deadlines in order to meet client expectation 
· Report the wire transfer funds position to finance department at scheduled times, and at the close of the wire transfer business day.
· Ensure that bank wires, and fees are processed and posted accurately to minimize fraud and bank losses.
· Establish all security procedures to minimize the risks associated with wire transfers; including identity, account and balance verification, OFAC scanning, management approval, and wire transfer review.
· Develop and recommend policy, procedural and automation enhancements to promote productivity and control.

Wire Transfer Coordinator
Silver State Bank

Apr 2007 – Sep 2008
Henderson, NV
· Performed customer due diligence, adhering to the Customer Identification Program (CIP), and performed Office of Foreign Assets Control (OFAC) checks.
· Processed incoming, outgoing domestic and international wires in a timely manner through the FEDLINE.
· Evaluated and verified transactions for proper documentation and authorization.

· Conducted call backs to bank branches for authorization and verification of transactions.

· Participated in recruitment process, identifying, recruiting, and interviewing candidates for bank operation positions.

· Worked with management by providing monthly management reports.

· Maintained and monitored wire logs and properly executed wire documentation to comply with audit standards. 
· Led special projects as assigned by the wire transfer manager.
· Identified and recommended new methods and procedural enhancements to make daily operations in the area more efficient.
Sr. Customer Service Representative
Washington Mutual

Oct 2004 – Apr 2007
Henderson, NV
· Processed business and personal customer transactions in addition to providing information about available bank services.  Processed transactions such as, wire transfer applications, cashing checks, handling deposits, withdrawals, and payments.
· Served as the first responder to the branch and responded to telephone inquiries.

· Opened new bank accounts and processed investments for potential clients.

· Interviewed customers to obtain information and explain available financial services, such as savings and checking accounts, Individual Retirement Account, Certificates of Deposit, savings bonds and securities.

· Investigated and corrected errors, following customer and establishment records and using calculator and computer.

· Followed up on delinquent accounts to help save the bank potential losses due to charge-offs.
· Referred potential sales opportunities to appropriate personnel.

· Responsible for managing the schools savings program which is a partnership between the bank and local schools by ensuring that supplies are ordered and deposits are processed in an accurate and timely manner and that any issues that may arise are resolved immediately.
Customer Service Representative
Chevy Chase Bank

Nov 2003 – Dec 2004

Gaithersburg, MD
· Performed face-to-face customer transactions such as; cashing checks, handling deposits, withdrawals, money orders, cashier checks and balancing daily cash transactions.
· Delivered exceptional customer service in response to customer needs and requests.
· Referred potential sales opportunities to management and was among the top percentile in sales referrals.  
· Provided assistance in the orientation process for new hires.
Project Officer, Human Rights Education and Outreach


Dec 1998 – Dec 2001
· Conceptualized and initiated School Based Human Rights Project (proposal writing, training, and evaluation).

· Implemented human rights education programs utilizing project management techniques. 

· Assisted in monitoring and evaluating human rights projects and developed institutional logical framework.

· Wrote proposals and conducted fundraising activities for the education program and donors. 

· Successfully coordinated gender mainstreaming activities that led to production of the premier gender mainstreaming policy.

· Member of management and recruitment teams representing gender issues.

· Assisted in the recruitment process by reviewing resumes and conducting candidate interviews.

· Coordinated production of a variety of Information Education and Communication Materials ensuring quality assurance.

· Coordinated and supervised four interns.
· Organized conferences, workshops and trainings.


· Responsible for maintaining the resource center.

· Maintained and updated the Human Rights Violation database.
Education and Certifications:

Graduate Certificate in Project Management, University of Maryland University College (currently preparing for the CAPM PMI Certification).

M.S., Masters of Science – International Management, New York University, New York, NY.

B.A., Bachelors in Education, Kenyatta University, Nairobi, Kenya.

Technical Training/Computer Skills:

Operating Systems: MS Windows 7; Desktop Applications: MS Office 2010 (MS Word, MS Excel, MS PowerPoint, MS Access, MS Outlook, MS Project, PeopleSoft.
Banking and Business Software programs.
References: Available upon request.
