Sharee Oleson
Hillsboro, OR 97124
503.713.3083
Shareeoleson@yahoo.com
www.linkedin.com/in/sharee-oleson-9789ab180/

Correspondence Problem Solver
Experienced people skills with demonstrated history in regulatory compliance and proven proficiency in financial industry. Results-driven problem solver, managing resolution of client correspondence within required guidelines. Motivated and collaborative, in researching and finding answers/resolution by working with other departments. Demonstrate effective communication skills by written correspondence and documentation used for resolution, including editing, creating spreadsheets and providing constructive feedback to ensure compliance and accuracy. Maintain company compliance with all guidelines. Improve moral by working with teams in a positive manner while providing understanding and clarity.
· Risk Management Process & Analysis

· Active Listening

· Strategic Partnership

· Interpersonal Skills

· Problem Solver
· Accuracy
Professional Experience

Genesis Financial Solutions, Beaverton, OR
2020 - 2020
Compliance Analyst

Research and resolve low and high-risk complaints received from bank partners.  Review and analyze information in Mfiles, DocLocator. Verba, Harmony, eOcar and Bullseyes, to identify and mitigate risk.  Review complaint related credit card products in TSYS. 

· Resolve complaints efficiently in a timely manner in order to maintain and build long term client relationships.

· Effectively communicate with clients and internal partners 

· Evaluating and examining transactions to ensure accuracy and completeness

Wells Fargo, Beaverton, OR
2019 - 2020
Executive Office Case Specialist ll

Research and resolve low and high-risk complaints received verbally from customers, third parties or attorneys.  Review and analyze information in Hogan, MARS, CIV, OIB and SVP, to identify and mitigate risk.  Review complaint related deposit products in EITS. 
· Resolve complaints efficiently in a timely manner in order to maintain and build long term customer relationships.
· Effectively communicate with customers and internal partners 
· Evaluating and examining transactions to ensure accuracy and completeness. 
SETERUS / IBM (formerly MERRILL LYNCH / BANK OF AMERICA), Beaverton, OR

Correspondence Manager 
2009 - 2019
Collaborated with other departments and ensured responses sent to clients were accurate and within federal and state guidelines. Served as part of management team for staff that sent almost 28K written responses in 2018. 

· Conducted quarterly trends analysis to determine if there were identifiable problems that could be resolved / explained, providing report to President of company and directors of all company divisions.

· Helped create 2 processes over 2-year period, enabling business to meet federal guidelines.

· Edited letters and written material for correspondence, resulting in accurate and effective communication.

· Communicated with executives about customer issues/trends, ensuring customer satisfaction remained top priority. 

· Actively pursued personal learning and development opportunities, continually striving to enhance knowledge and skills.

· Completed all daily tasks and special assignments, utilizing efficient and quality-driven approach to deliver quality results.

· Maintained strong relationships with co-workers by consistently collaborating with others for compliance projects and / or business process improvements.
WILSHIRE CREDIT CORP, Beaverton, OR 
Correspondence Specialist 
2002 - 2009
Received and processed written correspondence daily. Assisted team with questions and issues as needed. Trained incoming staff on job duties and expectations.

· Efficiently responded to written correspondence, adhering to compliance guidelines.

· Assigned daily items received, balancing co-worker workloads.

· Answered questions, allowing co-workers to have fast and accurate written responses.

· Acted as trainer for new staff, ensuring responsibilities and expectations were communicated effectively.

Community Involvement

Treasurer, Boy Scouts of America, Hillsboro, OR

