Suzanna M. Hernandez
Denver, Colorado 80221
Suzherndez67@aol.com
720-219-6005

OBJECTIVE
To obtain a stable position with a professional and successful company that offers opportunities to experience new projects and allows room for advancements.

EXPERIENCE 
01/2012 to current
Urban Lending Solutions


Broomfield, Co


Retail Closer
· Review and Balance  HUDS
· Verify Employment
· Scan Documents
· Review all documents for accuracy 
Administrative Duties:
Duties preformed are ordering final VVOE, review comments, payoffs and homeowners insurance, clear underwriter’s conditions, send instructions to Settlement Agents, balance HUDS, prepared the file for quality control, sent out final documents, ordered wires and close out file. 
7/18/2011 to 12/31/2011
Lender Processing Services
Contract w/KForce
Westminster, Co



Property Preservation Technician

· Manage property preservation process on properties that are bank owned
· Data Entry
· Phone and Email Communication
· Build relationship with client
Administrative Duties:
As a Property Preservation Technician, I built relationships with team members and department managers. I communicate directly with contractors to ensure that work is completed in a timely manner. I reviewed property preservation work completed by contractor to see if they are in compliance. I updated and billed per clients specifics, placed new orders for work that needs to be done prior to conveying to HUD. I monitored, updated and billed for the eviction department. I was in direct contact with contractors to ensure that work is completed in a timely manner to convey property. 
12/13/2010 to 4/22/2011
ServiceLink FNF Servicing

Contract  Apple-one 
Wheat Ridge, Co 

Position: Closing Support Specialist
· Review HUDS
· Review Deeds
· Scan
· Reports


· Extensions and Addendums
Administrative Duties:
As a Closing Support Specialist, I reviewed HUD’s for Client and checked for accuracy. I reviewed and sent warranty deeds, Scanned documents, ran daily reports and emailed/called on closing status, received and processed extensions and addendums changing the real estate contract, updated clients portal with new data and supported other closing and administrative  staff. 
5/21/2007 to 03/02/2010
First American REO Servicing


Denver, Co

Position: Closing Specialist 5/2007 to 7/2008


Closing Manager 7/2008 to 3/2/2010
· Scanning

· Reports



· Filing
· Data Entry

· Review HUDS


· Contracts 

· Close out Files
· Deeds
Administrative Duties:
As a Closing Specialist, I entered data from contract to our system and uploaded information to client’s website. I disbursed contracts, processed invoices, scanned files and assisted listing agents with their payment request.  I was promoted to REO Closing Manger and closed on an average of 65 plus closings a month. I scanned, processed and maintained files, cleared HOA and City Violations, monitored closing report, weekly, checked for accuracy as I viewed HUDS and Deeds. I was very proficient in my job and liked to see results.  
1/16/2007 to 04/19/2007
Metro Denver Title


Aurora, Co 


Position: Closing Coordinator/Funder

· Copying
· Scanning
· Reports
· Customer service
· Receive wires
· Request out going wires
· Incoming Calls
2/1/06 to 6/30/06
Chicago Title

Denver, Colorado

Position: Administrative Title Coordinator

· Heavy copying


· Contract distribution

· Prepared closing packages
· Updated reports
· Prepared recordings

· Filing 

· Metered Mail

·     Incoming calls

· Typing

· High volume of customer service

10/2/02 to 1/5/06
LandAmerica Commercial Services

Denver, Colorado


Position: Administrative Commercial Coordinator

· Heavy copying



· Prepared closing packages
· Updated reports
· Prepared recordings

· Filing
· Trained new employees 

· Metered Mail 

· Incoming calls

· Typing

· High volume of customer service

· Scheduled closings

· Data entry

PROFICIENT WITH
Micro Soft Office word 2003
Micro Soft Word and Outlook
Presto OCR Pro 4.0 (a conversion program)

SKLD Tims Images & PS 
REO Link

Equator 4.0
SKLD 400

Adobe

Familiar with Access

Familiar with Excel
Res.Net






Aspen Grove



AMS






FieldScape





SKILLS
Multi tasks oriented

Type 40 to 45 WPM

Detail oriented
High energy
Team member

Organized

Communication Skills
Current Notary
STRENGTHS

Results oriented with and eye for detail and completion of projects in a timely manner, highly motivated individual and a self starter with little or no supervision necessary. I have strong PC skills, and establish and maintain effective working relationships with staff, public and clients. I have a professional attitude and appearance.
EDUCATION

10/05 – 11/06- Classes in Organizational Management in Christian Leadership, Colorado Christian University, 
Lakewood, Colorado.

5/92 – 4/93-Secretary Certificate, Community College of Denver/Technical Education Center, Denver, Colorado.

8/81 – 6/85-High School Diploma, Mapleton Senior High School, Denver Colorado
