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General Office Support
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Accounting Assistant
	Skills Summary
Data entry of cash receipts, asset receipts, reconciling entries, etc 
10-Key. About 10,000 kph
Typing. About 50 wph
Microsoft Office. Access, Excel, Word, and PowerPoint
Call center coverage 
Accounting Technician certificate from Emily Griffith—Quickbooks, Payroll Accounting Basics, Accounting Principals, Accounts Receivable, Accounts Payable, Journal Entry, Ledger Posting 
Client service for both internal and external customers, including record keepers, third party administrators, financial advisors, and individual account owners 
Respond to customer inquiries. Resolve complaints. Research discrepancies
Account maintenance. Entering new account information and subsequent updates into various databases.
Plan transfers (in and out)
Cash disbursements/taxable and nontaxable events 



Career Experience
Conversion Specialist 
01/03/05 thru 01/15/09--Trustlynx & Co., now TDAmeritrade Trust Company--Denver, Colorado.
As conversion specialist, I initiated and completed retirement plan transfers to and from TDATC. I worked closely with Third Party Administrators (TPA) who had acquired new business retirement plans and decided to use TDATC as back office provider.  In addition I assisted relationship managers (TDA employees assigned to care for specific lists of TPA’s) as they provided day-to-day service to our clients.
Account Administrator.
01/03/03 thru 01/03/05—DataLynx & Co., now TDAmeritrade Institutional--Denver, Colorado.
As account administrator, I provided service support to a specific relationship manager. Our clients were Financial Advisors. I performed a variety of tasks. 
· Process disbursements and distributions .
· Receive and process new account documents (IRA and non-IRA)
· Post the receipt of incoming checks and wires. 
· Update month-to-month changes in outstanding retirement loan balances. 
· Complete incoming and outgoing plan transfers for Financial Advisors attached to my specific relationship manager. 

IRA Operations
01/15/1985 thru 01/03/03--During this period, I performed a variety of jobs in our IRA department.  These jobs included account reconciliation, transfers, distributions, and customer care
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