 Yessica Avitia Santos                                                      Yessi_avitia@hotmail.com 701 W. Rio Salado parkway 85281                                                    (480) 415-9585    

EDUCATION
Bachelor of Business Administration 	
W.P. Carey School of Business Arizona State University, Barrett, the Honors College
Certificates of
· International Business Studies
· Applied Business Data Analytics
· Food Industry Management and Marketing
   Oxford University Summer Session, Oxford, England
   Study Abroad, Centre International de Valbonne Nice, France
   FINRA SIE 
HONORS, AWARDS, & EXTRACURRICULAR
  W.P. Carey School of Business Leaders Academy
   All USA Academic Team of Phi Theta Kappa Honors Society Scholarship Recipient
ASU Oxford Summer Scholarship Recipient
Chandler Chamber of Commerce Scholarship Recipient
Maria Hesse Leadership Scholarship Recipient
   Business Scholarship Recipient
  United States Hispanic Leadership Institute Conference, Chicago, Illinois
· Selected 2 years in a row to represent CGCC
Voto Latino Power Summit, Las Vegas, Nevada
· Selected to be a student representative of all Maricopa community colleges.
   President of Hispanic Student Association, Chandler Gilbert Community College
· As President, I organized a cultural event with cross collaboration of other clubs. An objective was to be inclusive and have minorities feel welcome and proud of their heritage. We doubled the attendance compare to past years.
   Secretary of Vista Community Council, Barrett Honors College Housing
· Collaborated with 20 CAs to program events, have giveaways and balanced budget. Organized a training session on how to increase student attendance to events. Which led to more than 50% increase on attendance on our events after the training session.

PROFESSIONAL EXPERIENCE
Merrill Lynch, Chandler, AZ.                     Operations Generalist                         May 2022 – Present

· Responsible for the management of all critical account changes/updates and paperwork processing
· Responsible for processing paperwork and CMC cases for account updates/changes.
· Provide white glove service with outbound call support for internal and external clients related to specialty functions for all types of Merrill Accounts
· Responsible for processing all distributions paperwork for all type of Merrill accounts 
· Assisted with mentoring new representatives for our distributions team.
· Consistently portray a positive attitude and countlessly willing to help others. 
· Strive to improve and deliver consistent performance metrics. For the past 6 months have reached a high core productivity percentage by capping out at 120%.
· Have been top 7% of performers by segment for 7 consecutively months for this year 
· Keep the lines of communication open with management team, including but not limited to emails and skype messaging and ensure to monitor pings and respond asap. 
· Review emails daily and respond accordingly
· Ensure mandates are completed timely
· Look for improvement opportunities within the group and how to make our review process more efficiently

Merrill Lynch, Chandler, AZ.                     Investment Specialist                        August 2020 – May 2022

· Educated clients and prospects on Merrill products, website, placing orders and withdrawing money
· Identified new opportunities with existing clients and referred them to specialist teams to assist with consolidating, opening a new account, planning for retirement, and having a goals-based conversation
· Worked with Inbound/outbound calls
· Synchronized between several departments and clients to make sure we take care of their needs
· Assisted clients with their requests and found ways to make their financial lives better
· Prospected, managed, and retained key high-net-worth client investment management relationships
· Assisted clients with transferring money, guiding them through the website, submitting documents, updating profile information, login access and withdrawing money from any of their brokerage accounts.
· Ability to own and manage workload while meeting strict time adherence goals.
	
The Walt Disney Company, Orlando, FL.   Disney College Program/Retail Cast member     August 2019 – January 2020
Specialized in general merchandising while creating magical moments for all guests. Collaborated with warehouse personnel to verify shipment content. Maintained floor merchandise during peak hours while assisting guests with check-out process. Customer service.
· Actively displayed the ¨Four Keys¨ of the Walt Disney Company; Safety, Courtesy, Show, and Efficiency
· Demonstrated ability to manage multiple tasks and work under pressure in a high-volume, fast-paced work environment.
· Received a Cast member recognition from the Manager. 
· Cash handling and assisting leaders and coordinators with various tasks.
· Assisted in loss prevention efforts and recovering data bases
· Cultivate strong bonds with guests and received a cast member compliment.
   Amazon Fulfillment Center, Chandler, AZ.                                                            April 2019 – July 2019
· Inbound/Outbound processing and sorting of customer packages 
· Worked in a very fast paced environment
· Worked in teams to meet end of shift deadlines
· Problem solving duties involving damaged products. 
Barrett Student Center, ASU, Tempe, AZ                                                          September 2017 – June 2019
· Managing front desk and connect students with events offered on campus
· Event Planner, create, manage and measure results of events.
· Manage the facility for students to have a clean, safe and good condition area to study
Wellness Supervisor, ASU, Tempe, AZ                                                           January 2018 – August 2018
· Created and drove various aspect for onsite services, Health, Tutoring, Advising, Nutritionist, and other resources.
· Deliver educational programs on health and wellness topics
· Preparation of workshops by research, bulletin and flyers
· One on one meeting with students to help/motivate them in areas of well-being.
Career Services, Chandler Gilbert Community College, Gilbert, AZ	July 2016 – May 2017
· Front desk assistance 
· Planned and organized job/career fairs
· Helped students  with their job search
Dual Enrollment, Chandler Gilbert Community College, Gilbert, AZ	August 2015 - June 2016
· Coordinate and plan Dual Enrollment Information Sessions for parents and incoming students.
· Work to enhance Dual Enrollment experience by organizing events to encourage student engagement and support professional development
· Translated information about the program for parents in Spanish

QUALIFICATIONS, SKILLS
Language: Spanish
Responsible with strong time-management and problem-solving skills.
Excellent communications organizational and people skills
Ability to recognize clients’ needs and offer practical cost-effective solutions
Solid understanding of investments and client assistance procedures
In ‘depth knowledge of Merrill financial products and services
Strong customer relations experience and selling of various financial products.
In all my leadership roles I gained conflict resolution skills
Highly organized with the ability to manage multiple projects while consistently meeting deadlines.
Adept at Microsoft Office products including: Word, Excel, PowerPoint and WebEx.


