Jennifer R. Hazel

12461 Hickman Place, Denver, CO 80239
Home: 303-371-6778 Cell: 720-841-4462 
E-mail address:jhazel80239@gmail.com

PROFESSIONALSUMMARY
An energetic individual looking to expand knowledge in the mortgage industry while continuing to grow.  Offering consistent quality, ethics, growth and customer service for this high volume industry. 

SKILLS
· Excel in organizational planning.
· Able to work collaboratively with others, gather information, solicit feedback, and implement appropriate course of action to ensure proper outcome.
· Natural communicator with strong motivational skills and the ability to support operational goals and meet objectives.
· Offer unparalleled integrity, resourcefulness, consistency, and diligence in achieving objectives and both short and long-term goals.
· Results-oriented, able to organize, adapt and balance multiple responsibilities, consistently 
· Adept at leading by example, marshaling resources and creating professional atmosphere to accomplish objectives
· Flexible, versatile and able to quickly move between projects.
· Impeccable spelling, grammar with strong attention to detail.
· Ability to produce outstanding quality under pressure while meeting deadlines.
· Knowledge of mortgage regulations, including governmental programs, Freddie Mac, Fannie Mae and various loan waterfall guidelines
· Successfully designed and developed employee manuals and team projects.
· Manufacturing and/or Industrial experience

WORK HISTORY
CFPB Underwriting and Default Servicing Complaint Resolution,  June 2011 to Current
Urban Lending Solutions – Broomfield, CO

· Maintain confidential customer information.
· Utilize various lines of businesses and systems to provide written resolution to customers.
· Maintain customer accounts with proper documentation.
· Demonstrate knowledge of policies and procedures to ensure every review loan is completed within the compliance  guidelines.
· Keep accurate records of customer interactions, recording details of inquiries, complaints, or comments as
· well as actions taken.
· Draft professional letters to borrowers while maintaining outstanding quality score. 
· Manage email communication from internal and external sources and respond in a timely, professional manner, grammatically correct, free from errors and accurately reflect the customer's account information.
· Ability to review complex account information and make timely and accurate decisions.
· Gather required financial documentation and request missing documentation through client.
· Consistently closed between 7-10 cases  daily.
· Excellent verbal and written communication skills.
· Process client files and calculate financial information. (Conventional, FHA, GSE and VA mortgage loans.)

Sales Administrator,  March 2008 through November 2010
Transwest  Trucks and Trailers - Commerce City, CO

· Assist salesmen whether they are on the road or in front of a customer.
· Sent e-mails, specifications, pictures adding customer status in Sales Force as needed.
· Knowledge of all inventory to help salesmen with where trailer is located, if repairs were completed, or what needs to be completed to make the vehicle road worthy.
· Answer and direct phone calls to proper department.
· Help cashier with checking out clients.
· Make sure someone is always covering front phones/entrance unless instructed by manager/coordinator .
· Able to walk a customer through the specifications of  trailers and/or  truck  purchases.
· Complete purchase contracts and coordinate the actual trailer/ truck delivery when the salesman was unable to.
· Driving  truck and/or trailer to vendors to perform demonstrations for customers as needed.
· Operate a forklift and crane to help stack and un-stack trailers.
· Schedule and negotiate compensation for various vendors and processed proper paperwork for prompt payment of services rendered.
· Gather information and follow up on all leads. Asked various questions to gage if a consumer may be ready to purchase.
· Create detailed follow up tasks/leads/opportunities for salesmen. Document every interaction in Sales Force
· Ensured I was in touch with new product information entered and provided this information to company.
· Monitor to make sure customer is followed up with in a timely manner. Make sure all locations and salesmen have updated sales flyers from all dealers.
· Post and enter specifications as trailers are ordered and remove posting when sold.
· Be able to process deals and provide salesmen with invoices, quotes, specs and pricing within a timely manner. 

Packing Supervisor, April 2004 Through March 2008
Crocs INC. - Denver, CO

· Schedules and deadlines are adhered to.
· Communicate and implement change as directed.
· Health & safety compliance in accordance with company policy.
· Provide leadership by establishing clear expectations and demonstrating high standards of work practices and safety conscious behavior.
· Establish, maintain and promote high standards of customer service.
· Liaise with drivers, customers and warehouse personnel.
· Ensure compliance with OSHA procedures and practices.
· Supervision of all staff under your direct or indirect control.
· Administration duties as required to ensure daily key performance indicators are achieved.
· All resources are utilized efficiently.
· Stand in for the supervisor when needed.
· Coordinate efficient operation of the warehouse.
· Plan and coordinate labor of approximately 10 employees and their material handling equipment (MHE).
· Coordinate deliveries with carriers to ensure key performance indicators (KPI) are achieved.
· Train and monitor staff in standard operating procedures (SOP) and safe work practices, including new employee inductions and tool box talks.
· Continuously monitor the performance and activities of the warehouse through the use of KPIs, with a primary focus on cost controls.

EDUCATION
Attended the Community College of Aurora - studied business management 
