
Neomi Vigil
2884   41st Ave
Greeley, CO 80634
970-573-9810

Career profile

Seeking a position as a Freight Payments Clerk where extensive experience will be further developed and utilized 

 Skills and Proficiencies

· MS Word
· Excel 
· Customer Service
· 10 Key
· Power Point
· Scheduling
· Data Entry
· Telephone Reception
· Payroll
· Quick Books
· Certified Bookkeeper
· Bilingual (Spanish and English)

Duties and Accomplishments

· Handle calls and promptly forward them to appropriate person among 75 employees.
     	Compose and distribute inter-departmental memorandums (e-mail, documentary and voice) 
        ensuring timely delivery and receipt of important information while at the time maintaining 
        confidentiality.            
· Organize, sort and assign mail distribution for all the employees.
· Handled accounts payable, accounts receivable, and reconcile bank statements.
· Collaborated with other departments, verified branch reports and created excel spreadsheets.
· Assisted with once a month audits completing by end of month deadline.
· Schedule appointments, scanned, and maintained up-to-date patient files.
· Maintained extensive filing system.
· Run proof machine to balance all debits and credits of all bank deposits. 
· Excellent customer service and translator (Spanish, English, and Sign Language).
· Trained other personnel as needed in various areas.
· Complete Currency Transaction Reports, SARS, and Official Check Logs in accordance with BSA requirements within the regulatory timeframes.
· Data entry of IRAs, CDs, and new accounts.
· Examine invoices to insure completeness, computes, classifies and record invoices in accordance with established procedures.


Employment History

· 12/2011 – 05/2013, Weld County, Office Technician, Greeley ,CO
· 10/2005 – 11/2009, Dental Assistant, Angel Gomes D.D.S., Greeley, CO
· 05/2000 – 09/2005, Lead Teller, Wells Fargo Bank, Greeley, CO
· 12/1991– 03/2000, Bank One, Greeley, Co

Education 

· Aims Community College
· Bookkeeping Certificate,  Accounting and Business School of the Rockies -2009
· Dental Assistant Certificate,  Niwott  Dental Assistant Training School - 2005




