


RUBY NORIEGA
rvnoriega33@yahoo.com (480) 747-1494 

Excellent interpersonal, communication, and task- orientated skills.   
Self- starter who works well under pressure and is capable of handling multiple tasks.   

WORK EXPERIENCE 

Outreach Specialist, US Bank/ Lancesoft 
Phoenix, AZ
March 2025 to Current
· Reaching out to customers to gather KYC documents working under the fraud/crime division, focusing on account reviews.
· Collaborated with analysts to identify suspicious activities, such as large withdrawals over $10,000 or potential money laundering.
· Investigated excessive money transfers ensuring compliance with fraud prevention protocols and procedures.
· Make sure that the corresponding KYC client portfolios are covered throughout business and geographies and follow internal governance procedures.

Bilingual Customer Service Representative, Robert Half
Phoenix, AZ
January 2024 to September 2024 
· Answering incoming calls in a timely manner, follow established policies and procedures to respond and route calls appropriately.
· Gather information to determine customers’ needs; apply problem solving skills and resolve the inquiry/request effectively.
· Schedule appointments for customers with urgent travel.
· Access to knowledge base knowledge base per customer request.
Bilingual Customer Service Representative, Maximus
El Paso, TX
August 2023 to December 2023

· Handle customer complaints, provide appropriate solutions and alternatives within the time limits; follow up to ensure resolution.
· Follow policies and operating procedures such as filling out timesheets, adhering to script, privacy and HIPPA regulations.
· Stay up to date with new knowledge and policy changes. 




Server/ Barista, Grove Brunch Café
El Paso, TX
October 2022 to August 2023
· Enhance an upscale dining experience by quickly greeting customers.
· Enter orders into Aloha POS system to ensure accuracy.
· Confirm accuracy of orders and customer satisfaction with food by checking back frequently.
· Open calculate, and close bar tabs as needed.

Operations Associate, Charles Schwab
El Paso, TX
June 2020 to June 2022
· Collaborate with multi-facet team and provide client servicing, as well as processing time sensitive high-risk client transactions. 
· Depositing funds to client accounts through several different channels.
· Processing asset transfers between accounts.
· Processing incoming and outgoing wires and electronic fund transfers.

Server, Crooked Putter  
Buckey, AZ
May 2018 to Oct. 2021
· Attend to guest in selection of menu items, and specials.  
· Respond to inquiries regarding meal preparation and service.    
· Maintain cleanliness as required by AZ Health Department.  
· Provide excellent customer service, collections of payments and balance transactions with receipts. 

Administrative Assistant, Floratech International
 Buckeye, AZ 
August 2017 to August 2018 
· Purchasing, maintaining office supply, inventory, adhering to budget.  
· Answered all incoming calls directing correct correspondence.  
· Reviewed and reconciled purchase orders/ invoices for accuracy.  
· Researched and gathered important information necessary for completion of invoices.  

EDUCATION 

Bachelor of Science Business Administration 
Grand Canyon University, April 2019
 
SKILLS 

Accounts Receivable (2 years)		Administrative Assistant (3 years)
Customer Service (10+ years)		Time Management (10+ years)
PowerPoint (4 years)			MS Office (5 years)
Outlook (5 years)			Microsoft Excel (5 years)
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