		Name:
	Rakeisha Neal

	Phone:
	612-296-6117

	Email:
	rneal466@gmail.com

	Location:
	US-MN-Hopkins-55343

	Work Status:
	US Citizen

	
	

	
	

	Last Modified:
	4/23/2015

	Last Activity:
	6/16/2015



	



Experience
	Total years experience:
	3 Years, 1 Month

	Job Categories:
	Admin - Clerical  (No experience)
Facilities  (No experience)
  (No experience)


	
	



Work History
	Company Name:
	Stewart Title
	(1 Years) September 2014 - Present

	Job Title:
	Title Administrative Assistant

	

	Company Name:
	Freedom Mortgage Corporation
	(1 Years) January 2013 - July 2014

	Job Title:
	Broker Liaison, Closing Prep-Coordinator, Loan Set-Up Specialist

	

	Company Name:
	Bell Mortgage
	(0 Years) September 2011 - November 2011

	Job Title:
	Loan Processor Assistant

	

	Company Name:
	Indecomm Global Services
	(2 Years) February 2009 - May 2011

	Job Title:
	Mortgage Lien Release Specialist



Education
	School:
	Mt. Pleasant High School
	Graduation Date:
	January 2004

	Major:
	Not Applicable
	
	
	

	Degree:
	High School
	
	
	



	


Additional Skills And Qualifications
	Recent Job Title:
	Title Administrative Assistant
	Recent Wage:
	

	Languages Spoken:
	
	Managed Others:
	

	Security Clearance:
	No
	Military Experience:
	

	
	
	
	

	
	
	
	

	
	
	
	



Desired Position
	Desired Wages:
	
	Desired Employment Type:
	

	Desired Travel:
	
	Desired commute:
	

	Desired Relocation:
	
	



Resume

Rakeisha Neal
7700 Penn Ave. S. #146 Richfield, MN 55423 • (612) 296-6117 • RNeal466@gmail.com
 
» Profile
To become part of a great team and company and enhance my skills and abilities. Perform responsibly and efficiently while providing superior customer service and teamwork, while being able to grow and enhance my career with the company.
» Education
Mt. Pleasant High School 2004
Mt. Pleasant, Texas
» Skills
Large cash handling, customer service, management skills, sales, phone etiquette, advanced 10 key typing, data entry, filing, sorting, organizational skills, processing and computer skills.
I also do volunteer work at my church/daughter school, Church of New Life and Zoe Academy.
» Work Experience
Stewart Title, Minnetonka, Minnesota
Title Administrative Assistant Sept 2, 2014-Current
•         I upload Title Commitments, Preliminary HUD Fee Sheets and Tax Certifications documents through a loan pipeline with daily goals
•         I upload Title and Tax Revisions
•         I order Tax Certification documents through the county for files that we cannot obtain tax information through their county website
[bookmark: _GoBack] 
 
Freedom Mortgage Corporation, Minnetonka, Minnesota
Broker Liaison, Closing prep-coordinator, Loan Set-up Specialist January 22, 2013-July 11, 2014
•         I worked 3 different positions at Freedom Mortgage during my duration of employment.
•         As a Broker Liaison I worked very closely with Loan Officers and Processors in getting their file to the Underwriter for review and approval as quickly as possible.
•         As a Closing Prep Coordinator I pre-prepped the files before it went to a closer for final closing making sure all required documents were in the file and that they were compliance and accurate.
•         My last position was a Loan Set-up Specialist, where I did the initial loan set-up by taking the borrowers information off the Mortgage Application and entering it into the system for the Underwriter. This was a very detailed and complexed position that required a lot of date entry and attention to detail.
Bell Mortgage, Minnetonka, Minnesota
Loan Processor Assistant, September2011-November 2011
•         Called borrowers employer to verify their employment by phone, fax or mail
•         Printed title, flood and appraisal documents for loans. Faxed, scanned, mailed and copied confidential documents to loan processors, borrowers, title and insurance companies
•         Called title and insurance companies to verify and obtain any additional information needed for the borrowers loan
•         Verified borrowers address, sent daily reminders to the loan officers via AFS systems, and verified all parties involved in the borrowers loan process via CAIVRS/LDP/GSA government systems.
Indecomm Global Services, Little Canada, Minnesota
Mortgage Lien Release Specialist February 2009-May 13, 2011
•         Process mortgage lien releases for paid in full loans for various clients within all states and counties for homeowners
•         I was responsible for managing, creating, correcting and responding to our clients emails and status of a lien release
•         I called title companies and counties to verify recording information regarding borrowers discharges and if they have been recorded or rejected by the county.
» Core Accomplishments
•         I was awarded an Assistant Manager position at Claire’s Boutique after working there only 3 months. I was in charge of opening and closing the store. Taking daily deposits to the bank and training new employees. I was responsible for preparing the store for corporate visits and audits while maintaining great customer service.
•         While employed at Freedom Mortgage, I was hired with them from temp to hire after 6 months and was awarded a raise for my great work ethic, customer service and attitude.
 
 
 
» References:
Kitta Teso 612-963-0566 former co-worker Wells Fargo
Kim Fortin 612-865-7354 Team Lead Stewart Title
ShaunRae McDonald 612-616-9435 former co-worker Freedom Mortgage
Sharon Montgomery 612-242-0354 co-worker Stewart Title
 


Name:


 


Rakeisha Neal


 


Phone:


 


612


-


296


-


6117


 


Email:


 


rneal466@gmail.com


 


Location:


 


US


-


MN


-


Hopkins


-


55343


 


Work Status:


 


US Citizen


 


 


 


 


 


Last Modified:


 


4/23/2015


 


Last Activity:


 


6/16/2015


 


 


 


 


Experience


 


Total years 


experience:


 


3 Years, 1 Month


 


Job Categories:


 


Admin 


-


 


Clerical


 


 


(No experience)


 


Facilities


 


 


(No experience)


 


 


 


(No experience)


 


 


 


 


 


Work History


 


Company Name:


 


Stewart Title


 


(1 Years) September 2014 


-


 


Present


 


Job Title:


 


Title Administrative Assistant


 


 


Company Name:


 


Freedom Mortgage Corporation


 


(1 Years) January 2013 


-


 


July 2014


 


Job Title:


 


Broker Liaison, Closing Prep


-


Coordinator, Loan Set


-


Up Specialist


 


 


Company Name:


 


Bell Mortgage


 


(0 Years) September 2011 


-


 


November 2011


 


Job Title:


 


Loan Processor Assistant


 


 


Company Name:


 


Indecomm Global Services


 


(2 Years) February 2009 


-


 


May 2011


 


Job Title:


 


Mortgage Lien Release Specialist


 


 


Education


 


School:


 


Mt. Pleasant High School


 


Graduation Date:


 


January 2004


 


Major:


 


Not Applicable


 


 


 


 


Degree:


 


High School


 


 


 


 


 


 


Additional Skills And Qualifications


 


Recent Job Title:


 


Title Administrative Assistant


 


Recent Wage:


 


 


Languages 


Spoken:


 


 


Managed Others:


 


 


Security 


No


 


Military 


 




Name:  Rakeisha Neal  

Phone:  612 - 296 - 6117  

Email:  rneal466@gmail.com  

Location:  US - MN - Hopkins - 55343  

Work Status:  US Citizen  

  

  

Last Modified:  4/23/2015  

Last Activity:  6/16/2015  

  

  Experience  

Total years  experience:  3 Years, 1 Month  

Job Categories:  Admin  -   Clerical     (No experience)   Facilities     (No experience)       (No experience)    

  

  Work History  

Company Name:  Stewart Title  (1 Years) September 2014  -   Present  

Job Title:  Title Administrative Assistant  

 

Company Name:  Freedom Mortgage Corporation  (1 Years) January 2013  -   July 2014  

Job Title:  Broker Liaison, Closing Prep - Coordinator, Loan Set - Up Specialist  

 

Company Name:  Bell Mortgage  (0 Years) September 2011  -   November 2011  

Job Title:  Loan Processor Assistant  

 

Company Name:  Indecomm Global Services  (2 Years) February 2009  -   May 2011  

Job Title:  Mortgage Lien Release Specialist  

  Education  

School:  Mt. Pleasant High School  Graduation Date:  January 2004  

Major:  Not Applicable     

Degree:  High School     

 

 

Additional Skills And Qualifications  

Recent Job Title:  Title Administrative Assistant  Recent Wage:   

Languages  Spoken:   Managed Others:   

Security No  Military  

