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Areas of Expertise
· Outstanding training, leadership, and communication skills, developed through work and volunteer work (Volunteer with Charlton Methodist Ante Partum Ward and Volunteer with Children’s Medical Center Library).
· Effective and efficient team player with a strong ability to manage multiple tasks simultaneously. 
· Understanding of business management, learned through academic and work experiences. 
· Proficient in MS office applications
· Excellent Problem Solving, People, Multi-tasking, Prioritizing, detailed oriented, Customer Service, and Communications Skills. 
· Epic
· Recondo
· Tmhp
· Types 45/wpm
· 10-key machine
· Decision Making
· Vendorscape
· LPS
· Black Knight
· LoanSphere
· Safeguard
· New Invoice
· Clarifire
· Equator
· VRM (Vendor Resource Management)
· Default.NET
· RES.NET
· AS400
· Lenstar
· PACER



Education
Collin County Community College, Frisco TX currently attending
Southeast High School, Wichita, Kansas graduated 2005
	


Professional Experience
_____________________________________________________________________                    _      _




The BDF Law Group	
Barrett Daffin Frappier Turner & Engel, LLP
Addison TX
Eviction Specialist 
January 26, 2015-Present
	    Document Production and Processing
· Prepare and process routine to complex legal pleadings and correspondence through computer-generated forms
· File court documents electronically
· Update Vendors/Clients with eviction related information through websites/emails
· Request information pertaining to the next file process from vendors or clients
· Check work for accuracy to avoid problems in subsequent steps.
· Correct mistakes, including those of other team members, when observed or bring to attention of supervisor.

	     Productivity / Workflow Reports / Timelines
· Proactively work reports in accordance with client-imposed or internal timeline/deadline requirements.
· Prioritize tasks as necessary to improve scorecard performance and to achieve individual production requirements and departmental goals.
· Utilize designated workflow reports to organize and maintain a smooth flow of tasks and work files according to department guidelines.  
· Inform supervisor of problems with the reports, vendor related tasks or other tools provided to facilitate workflow and prioritization; if possible suggest improvements
· Processing mail pertaining to evictions; simple and complex preparation of writs of possession and occupant correspondence packages; filing court documents electronically; updating vendors or clients with case status




Children’s Medical Center
Dallas TX
ER- Patient Access Representative
May 05, 2014- January 11, 2015
· Schedules and/ or (pre)registers patient visit or admissions with accurate patient demographic and financial information while providing timely and courteous customer service
· Ensures maximum reimbursement on all services with timely and accurate verification of coverage, completion of all third party payer requirements (referrals and authorizations), requesting and processing upfront payments, making appropriate referrals to financial counseling, and assisting guarantors with questions related to billing
· Assists families with the complexities of the healthcare reimbursement process
· Answers phone calls and greets visitors, patients and families, provide directions and answer questions
· Complete all legal requirements related to registration, including the completion of consent forms, HIPPA Privacy Rules, Patient Rights and Responsibilities

The BDF Law Group	
Barrett Daffin Frappier Turner & Engel, LLP
Addison TX
Eviction Specialist 
December 11, 2012-April 30, 2014
	    Document Production and Processing
· Prepare and process routine to complex legal pleadings and correspondence through computer-generated forms
· File court documents electronically
· Update Vendors/Clients with eviction related information through websites/emails
· Request information pertaining to the next file process from vendors or clients
· Check work for accuracy to avoid problems in subsequent steps.
· Correct mistakes, including those of other team members, when observed or bring to attention of supervisor.

	     Productivity / Workflow Reports / Timelines
· Proactively work reports in accordance with client-imposed or internal timeline/deadline requirements.
· Prioritize tasks as necessary to improve scorecard performance and to achieve individual production requirements and departmental goals.
· Utilize designated workflow reports to organize and maintain a smooth flow of tasks and work files according to department guidelines.  
· Inform supervisor of problems with the reports, vendor related tasks or other tools provided to facilitate workflow and prioritization; if possible suggest improvements
· Processing mail pertaining to evictions; simple and complex preparation of writs of possession and occupant correspondence packages; filing court documents electronically; updating vendors or clients with case status
Home Equity Group
· Referral received and set up in NDTS
· Analyst reviews referral and determines if Demands or Acceleration letters are needed and prepares appropriate FFD combo letter for mailing.
· Once Acceleration letters are mailed, Analysts prepare Application and Verification and email to client.
· Upon receipt of executed Application and Affidavit from client (average turnaround time is 1-2 weeks) Analysts prepares Application and mails to court for filing.
· Upon receipt of file stamped Application from court (average turnaround time is 1-2 weeks) Analysts prepare Notice to be sent to mortgagor and court, and mails Notice.  Notice expires on the first Monday following the 38th day after the Notice was mailed.
· Upon expiration of the Notice GCG assistant or Analysts contact court for Answer, if none filed, Default Order is prepared and mailed to court.  If answer is filed, file is referred to GCG to forward to Litigation.
· Upon receipt of signed Home Equity Order, Analysts ensure Order is recorded in deed records and prepare posting notices for next available sale.


	


	Bank of America, Plano, TX
	Foreclosure Specialist 
	March 2011- December 2012
· Manages portfolio of specialized time-sensitive and complex loans ensuring appropriate timeframes were met to prevent curtailment of redeemable interest, and post-sale related processes are expedited per government agency and state guidelines.  Processes include (but are not limited to), eviction, government agency approvals, property preservation, deed in lieu, title resolution and delivery, verification and recovery of claims proceeds, and loan level maintenance
· Analyze costs incurred through foreclosure to determine losses claimable per government agency.
· Convey properties to FHA/VA within specified timeframe.
· File claims with government agencies to redeem claimable fees/costs.
· Correspond with internal departments, government agencies, external vendors and attorneys to ensure processes are completed within insurer and state guidelines.
· Negotiate time extensions and/or over allowable requests with government agencies.
· Work on various department specific special projects in a timely manner.

Bank of America, Plano, TX
MLO-Property Preservation Specialist
May 2010-March 2011
· Mitigated losses to the company and investors by managing the maintenance and repair of bank owned foreclosure properties.  
· Maintained superior relationships with field services suppliers while ensuring they provide accurate and timely services set to meet or exceed client expectations. 
· Followed state and local guidelines, rules and regulations for assigned portfolios/tasks. 
· Analyzed requests in accordance with established guidelines and determines appropriate courses of action. 
· Utilized strong written and verbal skills to develop supplier relationships and communicate expectations, guidelines, and deadlines.   
Bank of America, Dallas, TX
ULZ Operations Representative; Deposit Corrections Notices
February 2009-May 2010
· Processed transactions in one or more of the company's internal operations to support commercial and wholesale bank businesses/services functions.
· Performed support operations such as 10 key data entry on MICR fields, reconciling, statement rendering, and balancing image deposits.
· Responsible for the submission of critical time-sensitive information and ensures daily activities comply with applicable regulations and policies.
· Deposited Correction Notification’s (DCN’s) include details regarding adjustments made to a client’s deposit once the deposit is received by Bank of America.
· Made adjustments to client’s deposits once received because of bad quality, wrong amounts, and non-negotiable/foreign items.  

Charlton Methodist Hospital, Dallas, TX
Ante Partum Ward Volunteer
September 2005-Decemebr 2008
· Assisted staff nurses providing care for women returning from labor and delivery.
· Provided office support to staff including checking in and releasing patients from ante and post partum wards.
· Performed duties such as patient care, administrative office support and examine and re-stock inventory in stock rooms.

	
	Children’s Medical Center, Dallas/Plano, TX
	Children Library Donating Books
	March 2013
· Jess Book Giving gathering, I prepared and held for five to eight hours with food and drinks to have people donate books for children and the parents to give back to children’s hospital library.
	
	Praying for Oklahoma, Dallas, TX/Moore, OK
	May 2013
· Gathered all friends and took a trip to donate clothes, toys, toiletries, baby food/formula, food, etc., Gave donations to Absentee Shawnee Tribal Resource Center and Journey Church both located in Moore, OK.










