
412-855-9922 ( npasewicz@gmail.com

Naomi N. Pasewicz 
SUMMARY OF QUALIFICATIONS
·  Ability to multitask.

·  Work well both independently and with others.

·  Reliable and dependable

·  Excellent verbal and written communication skills.

·  Handle stressful situations well.

·  Money handling experience.

·  Excellent customer service skills.

·  Willing and able to improve myself to advance within the company.

·  Friendly and sociable personality.

·  Past experience in the banking and mortgage industry.

Work of experience

2011 – 2014

Clear Creek Consulting, Louisville, CO

· Leads Supervisor.

· Manage a team of six and coordinate duties.

· Answering multi line phones.

· Ensure the sales team has what is needed to handle clients.

· Work together with other managers to make sure business runs smoothly.

· Handle office machines and internet based signing documents.

2011

PowerLink Settlement Services, Coraopolis, PA



Closing Coordinator
· Handle customer, banking and realtor calls.
· Information verification for sale of foreclosed properties.
· Making sure all outstanding liens of all kinds are paid before transfer.
· Working closely with other departments to ensure timely progress.
· Worked with 50+ files and remained organized and efficient. 
· Keep information and notes clear and concise.
2001 - 2010 

Anything Sews, Inc. Allison Park, Pennsylvania

Manager

·  Responsible for every aspect of running the business.  
·  Greeting and assisting customers with orders.  
·  Responding to both mail and email correspondences.  
·  Completing orders and shipping when necessary.  
·  Maintenance of embroidery machines and other office equipment.
·  Working with subcontractors to establish new business.
1984 - 1992 

Parkvale Bank, Pittsburgh, Pennsylvania

Teller and Operations Supervisor

·  
Oversee and assist tellers in daily operations

·     Assist customers with new accounts, certificates of deposit, IRA’s and questions.

·     Handle mortgage questions, applications and closings when manager is        unavailable.

·     Ordering and distributing currency.

·     Savings bond redemption.

·     Assist customers with problems that arise within their accounts.

·     Cross sell services to customers.

education
1983 graduate of North Hills High School, Pittsburgh, PA

·  Honor Roll
·  Accounting, Finance, and Business classes
REFERENCES
Upon request


