Jamie Daniels

6710 S. Glencoe Street 

 Centennial, CO 80122 

757-717-6943

Jdaniels773@gmail.com

Work Experience

Bay Area Title & Associates, Virginia Beach, VA



10/01/12- 04/04/13

Notarized Settlement Agent

· Reviewed contracts post investigations for accuracy and approval requirements.

· Facilitated loans through underwriting.

· Accountable for clearing conditions, coordinating with clients and handling post auditing functions.

· Guided borrowers/sellers through the signing of their loan closing papers, making sure they sign each document properly, and then notarizing the documents that require a notarization
Tidewater Finance Company, Virginia Beach, VA



10/01/08- 09/28/11

Senior Litigation Division Representative/Attorney Liaison
·  Prepared new Chapter 13 and Chapter 7 bankruptcy cases for input into Megasys.

·  Maintained bankruptcy queue sheets.

·  Reviewed and distributed physical and electronic mail and civil litigation mail.

· Organized and tracked results, appeared in court to provide testimony, maintained court files, responded to requests for status of claims, reviewed and notarized in house civil suits Organized and tracked results, appeared in court to provide testimony, maintained court files, responded to requests for status of claims, reviewed and notarized in house civil suits.  

TMC Funder








12/11/06- 09/30/08

·  Performed customer service follow-up and confirmation checks on vehicles purchased.

·  Spearheaded all new hire training.

Statewide Mortgage Corporation, Chesapeake, VA


06/01/05- 12/01/06

Loan Coordinator
·  Facilitated 40-50 loans per month through underwriting.

·  Accountable for clearing conditions, coordinating with clients and handling post auditing functions.

USI Insurance, Norfolk, VA





04/20/03- 05/31/05

Sales Assistant
·  Responsible for processing all new applications.

· Initiated new policies and assisted with sign-ups.

· Collected premiums from clients and/ or law firms and disbursed to insurance companies.

· Generated weekly sales reports. 

· Organized and attended trade shows to assist with application and quotes.

· Enhanced and assisted with all new hire training.

Achievements/Awards

· Notary Public for the Commonwealth of Virginia

Skills

Excel proficiency, Microsoft Word proficiency, MegaTerm proficiency, Internet proficiency, Microsoft Outlook proficiency, Lotus Notes proficiency, Act proficiency, Office equipment proficiency (fax, copier, printer
