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SKILLS AND EXPERIENCE
 
Real Estate and Title Insurance:
1. Reviewed plat maps and surveys 
1. Reviewed Covenants 
1. Drew maps with Metes and Bounds legal descriptions 
1. Reviewed UCC Filings 
1. Drafted loan documentation 
1. Verified property compliance with zoning restrictions 
1. Examined and analyzed deeds, deeds of trust/mortgages, easements, judgments, tax assessments, minerals reservations, powers of attorneys, articles of incorporation, leasehold agreements, covenants, mechanics liens, and other applicable instruments to determine their validity and applicability to the properties and their owners. 
1. Reviewed purchase agreements and contracts 
1. Served as liaison for clients, banks, and attorneys; schedule meetings, identify documents necessary for all parties 
1. Drafted deeds, powers of attorneys and other documents as needed to complete transactions 
1. Searched county records to determine what instruments affected a transaction 
1. Completed Commercial, Residential and Foreclosure Commitments and Policies 
1. Produced Foreclosure and Litigation Guarantees 
1. Corrected post-closing errors 
1. Patent Searching
1. Researched bankruptcies and their applicability to foreclosure proceedings
1. REO Transaction Management
1. Cleared tax and sewer liens, called for payoff statements
1. Reviewed Builder Financial Statements
1. Loss Mitigation and Negotiation
1. Appraisal and BPO Review
1. Short Sale Package Review
1. Foreclosure Timeline Management
1. Escrow Analysis
1. Foreclosure Compliance Research
1. Property Preservation
1. Knowledge  of Conveyance
1. Title Curative
1. Familiarity with FHA, Fannie Mae, Freddie Mac, Ginnie Mae, Respa, National Mortgage Settlement, etc.

Administrative:
1. Drafted letters to clients, attorneys and customers as necessary for transactions 
1. Created and maintained databases and spreadsheets 
1. Handled correspondence for supervisors 
1. Created reports to track and maintain efficiency of operations 
1. Scheduled meetings for title department 
1. Trained employees on use of computer systems, searching techniques, and examining procedures 
1. Called for payoff statements for mortgages/deeds of trust, tax liens and assessments 
1. Maintain constant communication with lenders, closers, attorneys, realtors and customers to insure smooth transactions 
1. Created technical manuals for software applications 
1. Handled A/P and A/R

Other Attributes:
1. Positive attitude 
1. Ability to interact effectively with co-workers and clients 
1. Detail oriented, organized with ability to multi-task 
1. Able to work with independently to search, examine, draft documentation, maintain databases, maintain calendar of events, schedule meetings with clients and co-workers, distribute mail and prepare reports
1. Colorado Notary
 
EMPLOYMENT HISTORY
 
Servicelink  – April 2014 – November 2014  - Deed in Lieu Asset  Manager, Conveyance Coordinator(Contract Position)
First Integrity Title – June 2013 – August 2013 - Title Examiner
Specialized Loan Servicing - July 2012 – January 2013 – Foreclosure Associate(Contract Position)
AdvantaClean July 2011 - July 2012, Mold Remediation Assistant (Part-Time)
Equity Title Associates II, LLC May 2009 – July 2010, Title Officer
Englund Roofing July 2008 – Dec. 2008, Executive Assistant
Ameriprise Financial Oct., 2007 – May 2008, Executive Assistant (Contract Position)
ING, Apr, 2007 – Oct., 2007, Enrollment Officer (Contract Position)
American Title Services, Oct, 2005 – Nov, 2006, Real Estate Paralegal
Direct Title, Feb, 2005 – Oct, 2005, Senior Title Examiner
Colorado American Title, Jul, 2003 – Nov 2004, Title Examiner
Stewart Title, July 2002 – May 2003, Title Examiner
Colorado Title, LLC, July 1998 – May 2002, Title Examiner
  
EDUCATION
 

August 2007 – June 2008
Minneapolis Community and Technical College
General Studies

August 2008 – 2009
Metropolitan State University 
Finance

June 2010 – Present
Metropolitan State College of Denver
Psychology
 
COMPUTER SKILLS
 
1. Microsoft Office including Word, Excel, Access, Powerpoint and Outlook 
1. Aim, Softpro, Simon, LPS, Equator, Fiserv, MSP, Redvision, Fieldscape, Yardi 
1. Typing Speed of 70 wpm


