Melinda Claudio

1011 E. 83rd Place
Denver, CO 80229
804-398-0023

MelindaClaudio@yahoo.com
Summary

A highly experienced administrative, sales, and customer service professional with comprehensive organizational and multi-tasking skills. Strong leadership skills and the ability to work efficiently and accurately in a fast-paced environment, seeking a position with a company where these skills will add great value.

Qualifications
· Excellent leadership skills

· Self-motivated

· Team player

· Detail oriented

· Proficient in Word, Excel, PowerPoint, and Outlook
· Extremely good with numbers

· Exceptional analytical skills
· Outstanding organizational skills

· Excellent problem solving skills
Work Experience

February 2013-February 2015




Castle Law Group


Figures Representative, Post Sale Processor

Denver, CO


Preparing foreclosure payoff and reinstatement quotes for clients and borrowers, quoting attorney

fees and costs, requesting and receiving payoff and reinstatement quotes, accepting and processing reinstatement and payoff funds received, communicating with Public Trustees’ offices, preparing and recording post-sale documents, preparing/submitting final title packages to HUD and VA, downloading R120 invoices, e-filing withdrawal documents, preparing/submitting bids, performing SCRA checks, performing PACER checks, communicating with borrowers and clients, maintaining security of private information, processing mail  

March 2011-February 2013



KeyBank

Teller






Westminster, CO


Meeting sales goals, greeting customers, promoting services by marketing and outbound calling,

             preparing customer correspondence, answering multi-line phone, performing data entry, assisting

             branches that are short-staffed, and training new employees.

· Recognized for teamwork in June, July, and November 2012

· Recognized for sales campaign success in February and May 2012

· Recognized for professionalism in July 2012

· Recognized for excellent customer service in October 2012
March 2007-August 2010



Union First Market Bank

Financial Services Advisor; Teller


Richmond, VA

FSA-opening various accounts, exceeding sales goals, greeting and scheduling customers, promoting services by marketing and outbound calling, preparing customer correspondence, ordering supplies, completing staff schedule, answering multi-line phone and performing data entry.

Teller-same as above with exception of account opening duties and meeting sales goals
· Nominated for “Values in Action” for service in April 2009.

· Nominated for “Values in Action” for service and caring in September 2009.

· Recognized by a customer for service in October 2009.

2005-2007




Cache
Store Manager




Richmond, VA

Supervising and training staff, writing schedules, writing quarterly/year end reviews, reporting sales and business plans to district manager, attaining sales goals, recruiting, marketing, loss prevention, inventory

· Chosen to learn new POS system to subsequently train entire district.

· Double digit increase in sales almost every month of tenure.

· Frequently number one in sales as a store and as an individual.

2004-2005




The Body Shop
Senior Assistant Manager


Richmond, VA

Customer service, attaining sales goals, supervising and training associates, inventory, loss prevention.

· Frequently top in sales. Recognized in company’s national newsletter for sales achievements.

Education

University of Colorado, Denver




Bachelor of Science 

Economics/Statistics Major (Pending, 2015)


