Rachel Schaefer
PO Box 515 Richmond, MN 56368, 320-333-6919
 


An exemplary Business Student and leader
with proven accuracy in coordination, record keeping, organization and outstanding communication skills

QUALIFICATIONS SUMMARY  
Record-Keeping Skills: Received high performance review for record keeping and organization. Maintained detailed information to accounts and secured document exchanges. Completed event planning, accounting, business law and interpersonal communication courses to better understand organization, planning, budgeting and financial documentation as well as client interaction and the laws regarding their documentation.

Communication Skills: Developed strong interpersonal communication and planning skills while providing customer service to valued clients. Worked in a team-oriented atmosphere in order to complete transactions in a timely manner. 

EDUCATION
BS: Business Management w/ Hospitality emphasis     			                       	        Graduated                                                                                                     
Minnesota School of Business, Waite Park, MN	                                                      

PROFESSIONAL HIGHLIGHTS
· Analytical skills, problem solving, collect and analyze data
· Strong attention to detail
· Multi-task in order to execute a smooth transaction in a timely manner
· High level proficiency  in MS Word, Excel, Outlook and Access with 75 WPM typing
· Advanced Negotiation and communication and customer service skills
· Highly motivated self-starter and analytical thinker
· Valid Notary License

WORK HISTORY
Real Estate Agent Remax Results
January 2014- Present
· Managing Project Financials
· Budgeting and Managing books
· Reporting estimates and actual
· Sales, maintaining client base and strong negotiation skills
· Very High level proficiency in MS Word, Excel, PowerPoint, Access skills
· Marketing myself, skills and what I can do for a customer during their transaction
· Understanding current guidelines and continuing education
· Communicating between parties during transaction, facilitating paperwork for transactions
Loan Closer New Penn Financial					                         
April 2013- July 2013
· Gathering and managing data for reports of goal and actual results and reporting to project manager
· Facilitate mortgage closings
· Data verification
· Tracking project data to be input into Excel 
· Prepare loan closing packages for Conventional, FFH and VA loans
· Communicate mortgage closing instructions and provide loan closing documentation
· Review closing settlement statements and related documentation and assure compliance with regulatory requirement
· Approve funding and review Final HUD1
Assistant Closer/Admin Assistant Robert Half-Accountemps
January 2012 – January 2013; March 2014 - Present
· Working with Mutual funds; brokerage application experience
· [bookmark: _GoBack]Verifying customer applications, verifying pertinent paperwork for applications
· Authenticated direct purchase and annuity customer applications
· Validated direct purchase and annuity customer applications
· Confirmed direct purchase and annuity customer applications
· Funding mortgage payoffs as well as clientele
· Scheduling team meetings, taking notes, provide assistant and manage CEO’s Schedule.
· Handled closings for Conventional, FFH and VA loans
· Scheduling with clients and taking customer service calls
· Organizing client files and keeping information secured while being extremely detail oriented
· Go through title work to solve any issues
Medical Biller/Collections Array Services Group                     	 
April 2011-November 2012
       •	Organize patient files and collect unpaid medical bills
       •	Provide customer service and resolve customer account issues
       •	Communicate with insurance companies

VOLUNTEER EXPERIENCE
Resident Care Volunteer, Good Shepherd Community, Sartell MN                 July 2010-September 2010
Media/Marketing Inern, Timesquare Media, Saint Cloud, MN	           December 2014-March 2014 	

AWARDS AND HONORS
· Named to Honor Roll list at Minnesota School of Business



