Tatiana Torres
9924 E Carolina Cir # 204














































































































































































































































































































































































Cell: (720) 498-441
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Denver, CO 80247









                                                                                         Email:Tatiana.torres@rocketmail.com    
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PROFESSIONAL EXPERIENCE: 

I&S LLC












                        06/10- 03/11
 Office Manager 

· Managed office documentation, bookkeeping ( Quickbooks)
· Greeted and directed visitors / customers to their destination and provided general information 

· Answered multi-line telephone, routed calls, and took accurate messages 

· Performed faxing , photocopying and filing duties 

· Supervised employees ( assigning daily duties, scheduling, hiring and training)
· Assisted supervisor with special projects 

KeyBank NA
















































































































































































































































































































03/04-10/09
Relationship Manager
· Acquired new consumer and small business clients
· Managed and expand  existing clients book of business  
· Participate in and assist with the coordination of branch promotions by organizing campaign material
· Partnered with  other professionals in Investment Services, Mortgage and Business Banking
· Originated and pre-underwrote consumer and small business loans 
KeyBank NA












































































































































































































































                      02/03-03/04      
Relationship Associate
· Assisted Relationship Manager and Branch Manager with obtaining new business
· Developed new and expanded existing client relationship by participating in business development activities
· Contributed to the branch profitability by participating in branch initiatives
· Opened  new consumer and small business accounts 

· Originated consumer loans
· Assisted tellers with daily customer service activities 
KeyBank NA                                                                                        4/02-02/03
Sales and Service Associate 
· Primarily responsible for leading from the lobby
· Provided basic service and sales to banking clients
· Established, retained, and deepened relationship with banking center clients 
· Resolved complex service issues
· Opened new consumer and small business accounts 
EDUCATION: 

Financial Academy, Habarovsk, Russia


                                05/1992
B.S. Finance
ADDITIONAL SKILLS:
· Proficient in Microsoft Office including but not limited to Word, Excel, Outlook, Quickbooks, etc.

· Bilingual in English/Russian with the ability to translate 
· All applicable training  for sales professionals in banking industry  
· All applicable training for lending professionals in banking industry
