Jasper Yang
3527 W 101st Circle, Westminster, CO 80031 ~ 303.515.1718 ~ jasperchuefengyang@gmail.com	

[bookmark: _GoBack]Mail Room Clerk 
A resourceful, self-motivated and customer focused team player with experience in providing positive service and meeting organizational goals.  Effective communication and follow up skills.  Demonstrated ability to excel in a fast paced environment, takes direction/instruction well, dependable and flexible. 

SKILLS SUMMARY:
· Customer service- inbound/ outbound customer support
· Good computer, data entry skills and attention to detail 
· Good knowledge of MS Word, Excel, Power Point, Outlook
· Knowledge of loan document process   
· Knowledge of generating reports 
· Production assembly.

EXPERIENCE 
Urban Lending Solutions, Broomfield 						(3/2012-4/2014)
Concierge Associate:  Handled inbound/outbound calls on home loan modifications regarding status or missing documents.
· Reviewed modification documents for accuracy, updated and/or send missing documents to customer and escalated documents with errors to appropriate department.
· Schedule inspections or called out to customer to verify if property was occupied 

Research analyst: Create reports on local market trends or property. 
· Create or generate reports in Excel for local market trends 
· Identity possible solutions for customers 
Document processor/Data Entry Specialist: Processing customer’s loan information into a database.
· Research customers information in database in order to process there information 
· Organize documents or any image sent in by customer to appropriate database  
· Printing or scanning documents into correct database 
Customer Advocate: Respond to clients in writing regarding status or missing documents. 
· Research loan information regarding loan status, missing documents, completed or incomplete documents 
· Send out any missing or incomplete documents to customer  
Adecco, Westminster 								(2/2011 – 8/2011)
IBM, Boulder
Customer Service, Tier I agent: Provided inbound/outbound customer support for Intuit Turbo Tax applications.
· Handled customer inquiries on E-file status, extension filing process, user ID and password resets.
· Performed WebEx sessions to guide and assist in the filing process and logged customer issues, complaints and comments into database. 
Boulder Calls, Boulder 								(8/2010 – 1/2011)
Insurance Agent: Handled insurance inquiries, up sells, quotes and documentation. 
· Gathered customer information for quotes, researched, tracked and troubleshot customized insurance quotes for accuracy, and submitted final paperwork on behalf of the client to insurance company.  
· Responded to customer inquiries on insurance products by phone or email.
· Achieved daily quota of 30 up sell opportunities. 
McDonalds, Westminster							(7/2008-5/2010)
Crew Manager: Supervised 10-15 employees 
· Provide front line customer interface 
· Train and orient new employees in food handling guidelines and customer service 
· Perform food inventory and update database inventory 
  

EDUCATION
	Northglenn High School

	Northglenn, CO

	High School Diploma

	Graduated 2011



