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	Objective
	Focused and dedicated professional, motivated to provide superior executive support and increase revenue through exemplary client oriented service, problem solving and strategic marketing activities.


	Professional Skills
	· Microsoft Office

· CA Life, Health and LTC Licensed 
· Exemplary Client Service
· Personal Planning Analysis


	· Office Management
· Travel Planning
· Series 6 and 63 licensed
· New Hire Training
· Basic Human Resources
· Event Planning

· Scheduling
	· Advanced Office Skills
· Marketing

· Insurance Submission and Underwriting

· Investment Account Submission and Trades.


	Education
	UC Berkeley- English

	
	Ashford University- BA Psychology

	Employment Skills
	· Supported multiple Forum Level Agents through personal document management, calendar organization and collateral preparation for meetings.

· Increased office organization by developing a network electronic client database system.

· Successfully planned and executed corporate meetings, lunches and special events for advisor charity groups and employees.

· Instrumental in hiring and training of new employees. 

· 7+ years working with forum level agents, and helping them to grow their practice.

· Delivered exemplary "White Glove" customer service to aid in client happiness and retention.

	Employment History

	
	Executive Assistant/Director of Insurance Services
Northwestern Mutual Irvine, CA (1/11- Present)

Helped to keep practice growing through numerous employee and practice restructuring rounds, taking on insurance, investment, marketing, and client service rolls simultaneously for two full time Wealth Management Executives.
	

	
	Case Manager

CPS Insurance Services, (09/10-01/11)

Assisted agents in getting their cases underwritten through various insurance companies. Average case load over 100 cases.
Executive Assistant/Director of Insurance Services

Northwestern Mutual, Irvine, CA/Denver, CO, (03/06 –8/10)

Assisted Forum Level Wealth Management Advisors to grow their practices while providing exemplary client service.
 
	

	
	 
	

	
	
	


