Private Banking Assistant Resume
May Virgin 
1609 Freedom Lane 
Merced, CA 95340 
Tel# (333)-457-4763 
E-mail: may@resumesamples.info
Career Objective : To secure the position of Private Banking Assistant in a reputable company that will allow me to utilize acquired skills and experience. 
Professional Skills 
Extensive experience in assisting in private banking services 
Functional knowledge of decision making procedures and analysis 
Conceptual knowledge of self-development and learning activities 
Familiarity with ethical issues during decision making 
Proficient in PC technologies like MS Office 
Thorough understanding of data collection and research techniques 
Extreme ability to work in retail banking sector 
Outstanding ability to suggest project updates 

Professional Accomplishments 
Private Banking Assistant, 2013 - Present 
Guaranty Bank and Trust Company - Boulder, CO 

Coordinated with clients in funds transfer requests. 
Assisted in client request for account opening and balances. 
Documented client materials with completeness and accuracy. 
Participated in processing of KYC client documentation and renewals. 
Prepared account documentation such as account opening and maintenance. 
Generated investment policy statements on regular basis. 
Managed client correspondence such as daily check requests. 
Maintained records management database along with storage schedules. 

Educational Qualifications 

Bachelor's Degree in Business, 2013 
Brenau University, Gainesville, GA 
GPA 3.33 (on scale of 4.0) 
