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Extremely motivated Loan Specialist with 7 years experience in tax preparation and customer service. Goal oriented with outstanding communication skills.  Proficient with a wide variety of software applications 
SKILLS & EXPERIENCE

· 10 years of customer service

· 4 years of Loan Processing

· Attention to detail and accuracy

· Demonstrate analytical, technical, organizational, and problem solving skills

· Strong Verbal and communication skills

· Ability to work well in a team and independently

· Strong leadership 

· Strong computer skills(including Excel)

· Demonstrate initiative
· Flexible

· Pipeline Management
· 5years Oral Presentation skills

· 2years Data Entry

· Customer focused

· Type 65wpm

                                                                                                  Work History:






Wells Fargo Home Equity 
July 2012-Current
Title: Loan Document Specialist 3
Process home equity applications. Primary contact for customer.  Liaison between bankers and underwriting. Closing and compliance for loan products, Interpreting policies while analyzing applicant, property and documentation, Order all required verifications, documentation and subsequent follow ups,  Manages an assigned pipeline of all loan types relative to business line, handle incoming applicants and customer care question in a professional, timely and efficient manner while providing the best solution for their needs, Simplify the loan process for customer by answering all questions and ensuring to obtain all of the information needed in order to process the loan accurately/quickly. Instructed a training class on pull through to help increase funded units.
H& R Block

November 2007– Current
Title: Tax Specialist 4
Review and prepare  state and federal tax returns. Prepared yearly profit and loss statements for small businesses.  Perform second look reviews on tax returns prepared by other companies, searching for any errors.  Communicated with IRS and customer to resolve tax related issues.  Worked as a banker for HSBC selling several of the H& R Block Bank products. Made outbound calls to existing clients and new clients to gain loyalty.  Promoted company to gain new clients.

Target Media Partners
November 2011– June 2012

Title: Sales Consultant
Worked as a sales consultant for the IWANNA magazine and website. Worked directly with customers and business via phone and in person to post classifieds in the magazines.  Lead proposal presentations, interviewed with local companies to earn their business.  Increase client intake by searching for new leads online.  Promoted several company packages. Managed a daily pipeline. Lead and trained a sales team of 5. 
 US BANK (MILES PROGRAM)
September 2010-September 2011

Title: Auto Loan Processor 
Worked directly with military personnel. Primary contact for customers.  Gave presentations on the benefits of joining the miles program to gain new customers. Reviewed all loan files for required submission documents. Updated file status fields in Point throughout the loan process. Resubmit files to underwriting once all conditions received. Monitor and manage closing dates to close files in a timely manner.   Managed a daily pipeline.  Resolved customer service issues.  
                                     Accomplishments








· Employee of the Month ( Wells Fargo)

· Most Funded Units ( Wells Fargo)

· Highest Score in district on customer quality survey ( H & R Block)

· Highest Client Retention Score ( H & R Block)
· Rookie of the Year ( H & R Block)
