
Amy Henderson
3454 Cascina Place, Unit D

Highlands Ranch, CO  80126

(303) 889-9621
ashend@live.com
Summary

Experienced client facing professional dedicated to helping clients achieve their goals by using active listening skills, having empathy and understanding for their situation and using problem sensitivity and social perceptiveness to identify plan of action. 
Education
Bachelor of Arts -Psychology, University of Colorado at Denver –Anticipated Graduation May 2019

Associate of Arts – Psychology, Arapahoe Community College – Degree Awarded December 2014
Experience
Integrated Financial Architects, 1/2018 – Present

Relationship Manager
· Evaluate advisor/client meeting process, client application process and prospecting plans

· Create and implement new workflow procedures for process improvement and effectiveness 
· Ensure all procedures are followed to ensure completeness using a task manager

· Ensure all procedures fall within guidelines of FINA and Broker Dealer requirements 
· Create and maintain training manual

· Create and maintain new accounts and transactions on existing accounts

· Maintain recordkeeping system 

· Maintain accurate records for Broker Dealer audits

Vi at Highlands Ranch, 9/2017 – 1/2018
Administrative Assistant II
· Act as liaison between residents and Cabinet Members

· Prepare company and resident invoices for billing
· Responsible for records management
· Assist residents in the setup, use and maintenance of community applications

· Ordering of all office supplies and equipment paying special attention to budget guidelines

· Solely responsible for special and ongoing projects for various departments

· Maintain and update training manual

· Absolute adherence to HIPPA guidelines

· Work with families in the planning of memorial events

United Capital Investment Services, (Previously known as Peak Capital) 10/2011 – 9/2017
Relationship Manager, 6/2014 – 9/2017
· Work in partnership with all professionals to anticipate and identify the needs of clients
· Build relationships with other community members for referral needs
· Prepare and maintain financial plan for clients using designated software
· Present and interpret financial information for clients
· Ensure team is acting within guidelines of FINRA and SEC
· Guide clients through the planning process while building trusting relationships
· Gather appropriate data and compliance required forms
· Maintain confidentiality per privacy policy
· Interpret and educate clients regarding IRS regulations
Client Services Manager, 10/2011 – 6/2014
· Prepare Managing Director for client meetings

· Schedule client meetings

· Assist clients in completing required forms
· Correspond with clients on a monthly and quarterly basis regarding activity on their accounts

· Research and solve problems involving client accounts
· Set up and monitor periodic distributions 

· Deposit of contributions

Peak Capital Investment Services, 1/2004 – 10/2011
Operations Manager
· Assist clients in completing account applications, distribution forms and transfer requests
· Research and resolve all account/trade issues
· Hiring and training of new employees

· Timekeeping for 20-30 employees

· Responsible for broker dealer and state audits
Resources Trust Company, 2/1998 – 1/2004
Team Coordinator

· Ensure quality of all outgoing work as a quality control checker 

· Responsible for training of new employees of company policy, products as well as technical IRS information

· Taking escalated calls and problem solving with clients 

· Processing of incoming transfer requests, new accounts and loans  

· Participate in special projects such as system conversion needs including client notification mailings  
Software Knowledge
Windows 2000, 7, 10



Microsoft Office
Microsoft Outlook


BranchNet




SalesLogix

SalesForce



RedTail





Envestnet

Money Guide Pro


FiananceWare




Wealth Central
License
FINRA Series 6

