Joanna Zierten
282 Vance St, Lakewood, Colorado
720-917-8174
JZierten27@gmail.com

SKILLS

	Maintain Relationships with Clients
	Ability to meet tight deadlines
	Ability to work as part of team and independently

	Familiar with Current State and Federal Statues
	Excellent Time Management Skills
	Attention to Detail



[bookmark: _GoBack]WORK EXPERIENCE

November 2014 – Current
Arizona State Credit Union via Workway, Inc
Home Mortgage Loan Set Up Processor
· Opened and reviewed now mortgage loans into Credit Union system
· Ordered preliminary title report, flood insurance, homeowners insurance, and appraisals
· Prepared new mortgage files for underwriting
· Reviewed preliminary title report, flood report and appraisals for issues and updated as needed

June 2014 – October 2014
[bookmark: h.gjdgxs]Prominent Escrow Services Phoenix, AZ
Escrow Assistant / Processor
· Opened new escrow files into SoftPro and Streamline systems
· Review preliminary title reports and updated title company with current information
· Maintain relationship with homebuyer and agents to help speed escrow closing
· Order and review HOA resale demands, city lien demands, IRS liens and other possible delays with clearing title
· Prepared closing documents and title insurance package post-closing
· Maintained compliance of files for internal and external audit
· Served secondary role of office manager with additional responsibilities including answering phones, greeting visitors, filing, and inventorying and ordering office supplies 

February 2014 – June 2014
Sage Point Lender Services Denver, CO and Phoenix, AZ
Default Assistant 
· Prepare mailing lists in compliance with California and Arizona foreclosure law
· Review and audit prepared mailing lists to ensure compliance with California and Arizona law

November 2011 – February 2014
Aronowitz and Mecklenburg, LLP Denver, CO
Document Uploader – Compliance Department
· Review and upload documents to client systems in compliance with client and firm requirements
· Provide documents, chronologies, and other information to clients regarding foreclosure process and documents
· Preparing internal files for audit review
· Maintain internal files to be in compliance with state and federal regulations
· Review Notice of Sale and Publications from Public Trustee and provide sale information to client
· Familiar with VA,FNMA, Conventional and HUD type foreclosure processes
· Proficient with client systems including LPS, Vendorscape, Lenstar, Clarifire, and Real Resolution

September 2008 – March 2011
Cartridge World Louisville, CO
Ink Technician
· prepared ink cartridges for filling by cleaning and electric testing
· develop new ways to fill and test cartridges
· troubleshooting cartridges that are testing incorrectly or resisting filling 
· customer service including answering phones, helping customers with printer and/or cartridge issues, and cash handling





May 2008 – August 2008
Key Equipment Finance via Accountemps Denver,CO
Collector
· took inbound calls from customers and answered questions regarding their accounts 
· called customers to get information regarding when their payments were to be made and how 
· collected payment information, processed deferments and restructures, and maintained a relationship with customers  

July 2005 – May 2008		
Maternity leave, full-time parent, and part-time student

November 2000 - July 2005	
Papa Murphy's Take and Bake Pizza, corporate stores in Denver, CO
Assistant to the Denver Company Store Supervisor
· assisted other store managers compile their end of week, end of month, end of period, and end of year financial reports
· prepared reports compiled from the Denver region's stores end of week, end of month, end of period, and end of year reports 
· trained store managers and assistant managers in proper inventory and cash management procedures
Assistant Store Manager
· prepared daily, weekly, and monthly reports including inventory, sales, cost of goods sold, and payroll
· hired, trained, and supervised new employees
· helped train new owners learn proper procedures before opening their new stores

Professional references available upon request
