Bernadette Herrera

12141 E Ford Avenue, Aurora,CO 80012 | H: 303-344-3455 | C: 720-670-0122 |bern.ed@hotmail.com
Professional Profile


Quality-focused Loan Servicing Specialist offering 18 years of experience in data entry 
processing, account delinquency resolution, and client relations.  Seeking position as a 


data entry clerk or loan processing specialist.

Summary of Qualifications

· Typing speed 45-50 wpm

· Basic Excel spreadsheet applications 

· 99.23% accuracy level for work completed

· Consistently achieving top 20% employee ranking each quarter for quality and quantity of work completed

· Strong interpersonal skills

· Pleasant demeanor

· Basic Microsoft Windows, Outlook, and Microsoft Office applications

Experience

April 1996 to January 2015

Loan Servicing Specialist 

Nelnet Educational Planning and Financing – Aurora, CO  


· Data Entry – updating borrower demographics and loan information into system.

· Verifying borrower and loan information for accuracy

· Resolving delinquency issues on 250+ account per week.

· Client relations – working with guarantors, lenders, and schools to resolve delinquency issues and locate missing account information.

· Responding to client inquiries via phone and email.

· Training employees on data entry and loan entry functions.

· Quality review.

· Reporting employee quality percentage results to management team each day.

· Miscellaneous projects completed for management. 

Education

June 2000 – Arapahoe Community College – Littleton, CO 

Associate of Applied Science Degree, Business Office Technology 

References available upon request


