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FELICIA E. VIGIL1

7516 Clay Street
Westminster, Colorado 80030
(303) 427-1730
SUMMARY
Seeking a position where I can expand my experience and job skills and which has
promotion potential. I am personable, dependable, people oriented, courteous, friendly
and outgoing.
WORK HISTORY

10/29/2012-01/23/2013      LENDER PROCESSING SERVICES
                                           10385 Westmoore Suite 105
                                                    Westminster,Colo 80030
			                               
Property Preservation Technician-Bids Review

Assured accuracy and quality of work from the field, reviewing bids, inspection results,etc prior to escalation to clients.  Worked in clients system adhering to best practice quidelines for all clients supported.  Worked with clients team members, Contractors, GSE’s and Inspectors to assure accurate and timely results of work to the field are updated via system.
Reviewed MCRs and Fieldscape to review bids.  Followed procedures to determine what to
reject or approve.  Inputed notes into MCRs for review.  Followed up calls to contractors. 

7/19/2002-8/24/2012    EXPRESS EMPLOYMENT
                                      Front Range Community College Bookstore
  3645 West 112th Avenue
  Westminster, Colorado 80031

Temporary position.  Worked as a General Cashier.  Handled 3rd party accounts, student loans, credit cards and cash.  At the end of the day completed cash count, prepared deposit report and accurately reported daily information on spreadsheet.


1/1/05-2/22/11	  WELLS  FARGO  BANK
                                       1050 17th Street
			  Denver, Colorado 80202

Operations Clerk I
Performed general clerical operations tasks that were routine and/or repetitive in nature Duties included receiving logging, batching and or distributing work, filing, photocopying, faxing, preparing and distributing incoming and/or outgoing mail or boxes; verifying or matching data on documents and/or items: performed data entry tasks; compiled data.; performed math calculations. Followed established bank procedures.
4/1/02-12/30/04	REGULUS WEST. LLC
 555 17th Street
 Denver, Colorado 80202
Clerk III
Processed payments received. Sorted mail into rejects and address changes. Bundled mail. Performed courier service to Wells Fargo Bank.
Clerk II (promotion)
Packaged processed payments. Printed shipping labels for Federal Express, Airborne Express and UPS Assisted customers as needed, Logged incoming mail, Filed printouts as necessary. Metered and stamped outgoing mail.
6/21/01-1/26/02          ESPN ZONE
Las Vegas, Nevada
Arena Hostess
Assisted customers with games as a cashier. I sold game cards to customers and explained how they worked. Assisted with opening in mornings by setting up tables, getting snack cart ready and getting ice to the bar area. Also picked up cash bag from "cash out". Responsible for cash in the amount of $250.00. Assisted with closing by putting tables and chairs away, putting snack carts away, Prepared cash report. Assisted with general cleaning.

10/1/00-5/1/01	MANDALAY BAY RESORT

 Las Vegas Nevada
Housekeeper
Responsible for cleaning 15 rooms daily. Cleaned and disinfected sinks and bathtub showers in bathrooms. Replaced dirty towels with clean towels. Cleaned mirrors, vacuumed carpets and emptied trash cans. Changed bed linens and fluffed pillows.
2/1/95-3/31/00	NORWEST BANK/WELLS FARGO BANK 1050 17th Street
Denver Colorado 80202
Operations Clerk/Mail Room
Sorted incoming packages classified as accountable mail Scanned and logged packages on computer and delivered packages to the various departments within the bank. Responsible for FED EX, UPS and Express Mail.
Operations Clerk/Lockbox
Opened mail using OPEX machine. Mail consisted of student loan payments. mortgage payments and bank loan payments. Separated and bundled payments and set them aside for pickup by work director.
6/1 /93-1/31/95	WALL STREET DELI Denver, Colorado
Cashier
Assisted in preparing salads and sandwiches. Assisted customers as needed. Ensured that tables and chairs were clean. Assisted with general cleaning at the end of the day When necessary swept and mopped floors.
EDUCATION
1991-1992 Attended PIMA Medical Institute in Denver, Colorado. Completed Veterinarian Assistant program. Received certificate of completion.
1987-1990 Attended Ranum High School in Westminster, CO. Graduated June 1990.


