Nicole Torrez

2000 W 73rd Place(Denver, CO 80221(720-938-6001(nikmtor@comcast.net
OBJECTIVE

A position that utilizes my expertise:

· Ability to multitask 
· Detail oriented self-starter
· Proficient in Microsoft office including Word, Excel and Outlook

· Excellent organizational skills

· Quick to learn and prioritize projects and workload
PROFESSIONAL EXPERIENCE
MERCER HEALTH & BENEFITS Denver, CO
Billing/Commissions Specialist
07/2011-present

· Maintain Commissions received for Health & Benefits

· Maintain Reports on a monthly basis Commission Tracking, Invoicing Report

· Prepare correspondence and invoices to be sent with client invoices

· Maintain broker/appointment licensing in all 50 states for colleagues

· Respond to requests for information from colleagues pertaining to invoices, commissions, time charges, client codes, contracts and statements of work

· Set up and maintain client policies and account/project codes

WILLIAMS LEA Denver, CO
10/2009−07/2011
Records Associate, Office Service Associate





11/2007−04/2009
· Maintain records room on daily basis (reports, logs, filing)
· Create and ship client files offsite
· Order and maintain inventory of office supplies 
· Respond to requests for information from colleagues as it pertains to client files
· Provide back up for production, reception and other Williams Lea sites 
HIGH HOPES LIQUOR Littleton, CO
Cashier









6/2009−10/2009
· Balanced register and credit card receipts against daily sales

· Performed Inventory count monthly

· Prepared bank deposits and change orders
HELM LENDING GROUP Littleton, CO

Administrative Assistant







4/2009−6/2009
· Provided information to clients for Alternate Payment Plan
· Performed general office duties (answer phones, fax and copy)
· Created correspondence for Financial Director
UMB BANK (Mountain States Bank) Centennial, CO






Lead Teller, Assistant Supervisor, Customer Service Manager



7/1999−8/2007
· Managed spreadsheets and reports on a daily and monthly basis to ensure 
accuracy for the bank branch

· Assisted Branch Manager with hiring, training, standardizing procedure and 
policies for branch

· Research and assist clients with banking discrepancies 

· Cross trained in various departments: Courier, Lockbox, New Accounts, and 
Human Resources

EDUCATION

Weld Central Jr/Sr High School



· Diploma 5/1998
Completed Seminar Trainings

· Conflict Resolution I & II, Supervisory Skills I & II, Interviewing for Success I & II, Core Communication, Listening Skills, Grammar
