Geneva Juarez
Email:aveneg85@hotmail.com
Phone: 720-341-4629
	Objective
	To gain more experience and knowledge in the document control field, computer science, Software, hardware, & Networking.

	Education
	
ITT Technical Institute. In the Associate of Applied Science Degree program in Information Technology-Computer Network Systems.

	Work experience
	
Urban Lending (February 2012- June 2015) 
Assigned to Bank of America/ Urban Lending
Notary (Current)
Duties include – Customer service, data entry
Assigned to SunTrust -Mortgage Processor
Duties include – Customer service, Document control using an Electronic filing system, data entry
Assigned to BOA- underwriter
Duties include – Document control using an Electronic filing system, data entry, deductive reasoning
Assigned to Green Tree Servicing – Lien Release Specialist
Duties include - Document control using an Electronic filing system, data entry, customer service, deductive reasoning, research

Stivers Staffing (November 2010-Febuary 2012)
Assigned to Lender Live 
Duties include – Customer service, Document control using an Electronic filing system, data entry, Mortgage Processing, Data Entry

NMDOT ( October 2008- August 2010)
Receptionist
Duties Include- Answering phones, customer service, and Document control, using an Electronic filing system, data entry.

The Giving Tree (march 2007- October 2008)
Secretary
Duties include- Physical Filing, answering phones, registering children, being able to handle and deal with parents, and being able to work under stress. 

UPS ( March 2005- December2005)
Office assistant 
Duties include- answering phones, time cards, Inventory control using an electronic document control system, auditing trucks physically, customer service in a very fast paced environment 
    

	Skill summery
	[bookmark: _GoBack]Duties include – Customer service, Document control using an Electronic filing system, data entry. Knowledge in Microsoft office, Power point, Microsoft Excel, and Microsoft outlook. Please see education.
References upon request (References request privacy and asked that their personal information not be put on the internet)




