	Kimberly M. Orton
16 Bridgewater Drive, Princeton Junction, NJ 08550
(609) 915-0431  kimberly.orton@gmail.com

	Objective
	To obtain a challenging position with a progressive organization that will provide me with the opportunity to utilize my work experience, education and skills.
	

	Related Experience
	Merrill Lynch,   Hopewell, NJ                                               2007-2011
	

	
	

	
	Service Representative for Client Online Data Governance    (10/2010-03/2011)
-Tested various internal database systems to make sure they were working properly.

-Maintained the Wealth Management Work Station to ensure that it was working for

Bank of America employees to use and create accounts.

File Clerk                                                                                   (07/2010-09/2010)
-Created Microsoft PowerPoint presentations for supervisor; edited word documents

-Answered Phones for team members

-Archived and filed papers along with special documents

Assistant                                                                                     (10/2009-03/2010)

	
	-Worked on mail merges/address merges for annual statement letters

	
	-Issued and deposited checks into computer

	
	-Sorted and distributed mail to the proper trust officers
	

	
	-Researched class action claims/litigations 

	
	Client Service Representative                                                    (09/2008-09/2009)

	
	-Served as a client service representative for the Merrill Lynch’s Auction Rate 

Securities buy-back program, providing support for financial advisors and clients 

	
	-Utilized various database systems, to research information for clients 

-Liaised with Merrill Lynch Bond Market desk to assist financial advisors in buying 

or selling bonds

	
	Administrative Assistant – Banking Department                       (03/2008-08/2008)

	
	-Scanned/Faxed all old paper work and converted to PDF Files

Handled daily deposits from Merrill Lynch’s Cayman and London offices

-Set-up trust and individual account loans

	
	Consultant – Fraud Department                                                 (01/2008-03/2008)

-Organized correspondences to facilitate Employee Service Opportunity 

Plans (ESOP) for clients; met and exceeded deadlines

-Researched negative news articles and conducted background checks to 

determine whether clients should be retained

Filng Assistant- Retirement Group                                              (11/2007-01/2008)

	Skills
	-Worked in the retirement group organizing and filing paper work along with old documents 

-Data entry and calculations were done using various documents that had to be updated in the computer 
Advanced proficiency with Microsoft Word, Excel, PowerPoint and Outlook; Some office accounting knowledge


	

	Certification  

Education
	Event Planning Management                                             2009



	
	Rider University,  Lawrenceville, NJ                               2007

	
	Bachelor of Arts in Communication Studies

	
	Mercer County Community College, NJ                         2005
Associates of Arts in Social Sciences


