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TECHNOLOGIES

· Microsoft (Word, Excel, Access, Outlook, PowerPoint)
Accounting Software - QuickBooks, ACT, Peach Tree, Schwab
Familiar with Graphic Software- Adobe (Photoshop)

Typing Speed – 90 WPM
SUMMARY

I have formal training in the theory and application of activities related to the financing and investment decisions of individuals, corporations and non-profit entities. As a result, I have a fine understanding of the financial markets and developing optimal decisions. I have studied the analysis of risk, investment cost and benefits, and securities management, as well as the study of financial institutions and their operations. I have been involved and held office in numerous school organizations. I am fluent in English, Spanish and Albanian.

Incumbent uses current software word processing and spreadsheet applications to prepare all reports and scheduling. (100%) 

EXPERIENCE

Schlumberger Ltd. 



           Houston, TX 


  
              12/2009-05/2010 


Stock Option Administrator
Performed daily processing, primarily share movement and execution of orders, verified and prepared information for the exercise of stock awards ex: option prices, shares vested, trading window, tax withholdings, country specific tax issues, agent/broker instructions, and employment verification

Accountable for daily administration of employee stock option plans including data integrity, exercises, grants, cancellations and resolution of personnel issues

Worked with brokers and transfer agent to answer employee questions, resolved processing and tracking errors and learned new administrative systems and software

Prepared month-end equity reports for various departments: Payroll, Tax, Accounting, HR. Reconciled daily shares exercised, daily payments of options to stock option cash account

Calculated and provided disqualifying disposition information ex: W-2 income to payroll and option gain to employees

Responded to requests for equity plan information from plan participants over email, in person, and through the phone

Reconciled daily and monthly wire activity for the stock option bank account

Researched, resolved and responded to global long-term incentive plan inquiries, process stock option exercises/restricted share releases, and report of plan activities while keeping in balance with internal department and external vendors

Merrill Lynch 



           Houston, TX 


  
              01/2009-06/2009 


Financial Advisor Intern

· Worked with other Financial Advisors in client portfolio assessments and financial planning

· Conducted basic financial investing and portfolio outlooks for individual as well as corporate 

· Formulated promotional marketing materials and 

· Maintained regular contact with potential clients by utilizing the cold/warm calling procedure 

· Set up and attended over 7 Wealth Management seminars 

· Provided support in Professional Money Management
Arbitron Inc 




          Houston, TX               


     
 05/2008-09/2008

 
Research Associate

· Conducted telephone surveys 
· Used computer-assisted telephone interviewing 
· Collected responses and accurately recorded over 3,200 records into the system
Transway Insurance Agency                       
          Houston, TX




 01/2008-05/2008 

      Customer Service Representative

· Provide commercial insurance quotes 

· Communicated effectively and courteously with people of all socio-economic and ethnic backgrounds
· Attended to inbound client phone calls in answering inquiries relating our services 

· Tabulated and managed approximately 3,650 sales and client data into our system

Wimberley Insurance & Financial Services            Houston, TX




 05/2003-08/2007 

   Customer Service Representative

· Resolved client billing issues and screened for insurance eligibility

· Established new and existing clients through telemarketing and cross-selling through email and telephone

· Created customer-to-insurance relationship by maintaining customer support regarding home and auto insurance

· Prepared over 5,700 insurance quotes and bound policies

· Entered client information data in to database

SCHOOL ORGANIZATIONS 

   Gamma Iota Sigma


                                                

 
                                   Spring 2009


Treasurer
   Finance Association











 Fall 2008
   Public Relations Committee 

   Dean’s List










 
         Spring 2008
   Alpha and Omega of International Students Association






 Fall 2007
   Committee member 

· Formed study groups to help international and local students with assignments and non academic difficulties

VOLUNTEER EXPERIENCE

Southwest Area Ministry 






 


       2005-present

· Work with church committee members to provide food, clothing, and shelter to underprivileged families 

Shell Westhollow

· Assisted employees in yearly recycling activities
Museum of Fine Arts

· Introduced children to fine art through museum tours 

