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Professional Experience
 
Financial Industry Client Services Junior Professional with proven experience increasing team effectiveness with bottom line results.  Recognized by superiors and peers for strong interpersonal skills, creative problem solving and client service capabilities.

Employment History
	

Stanford Group Company, Houston TX						4/98 to Present
Financial Systems Analyst

· Process all client paperwork for over 800 Asset Management Accounts 
· Produce monthly and adhoc reports for brokers and clients
· Download and distribute daily maintenance reports from Bear Stearns ( Correspondent Clearing Agent)
· Maintain a database of over 8,000 client portfolios
· Retrieval and entry of cost basis for accounts
· Balance accounts and justify to external and internal clients
· Produce Quarterly bills for all accounts
· Produce Monthly statements for all accounts
· Notify Brokers of all new policies and procedures
· Liaison between the Brokers and Bear Stearns

Enron Capital and Trade Resources							 11/96 to 3/98
Staff – Information Technology
· Supported the CIO & Managing Director and two Senior Level Managers
· Maintained a complex filing system
· Produced end of year reports for the CIO
· In charge of all special events coordination for a group of 20 managers
· Translated for all Latin American visitors 

Education

International Business Major at the University of Houston with an expected graduation date of Fall 2000.

Corporate Education

Proficient in Microsoft Word, PowerPoint, Excel and Access.  Experienced in Webroker (Bear Stearns Product), Axys/Advent software, ILX Workstation, & Bloomberg System.
	
Languages
Fluent in Spanish

Certifications
Notary Public -State of Texas 
	
