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	1534 Rosemary Street Denver, CO. 80220 | 720-541-3405 | Matt.Carrozo@gmail.com


Overview: 
	
	

	
	Seeking a position utilizing my extensive knowledge and successful experience in customer service, problem resolution, planning, organizing, following up multi-faceted complex activities, sales techniques, and computer applications.  Also interested in a position that will allow me to employ the intelligence gained from my continuing education.


Summary of qualifications: 
	
	

	
	Extremely adept at establishing and maintaining excellent rapport with fellow employees, as well as management personnel. 
Quick-start, highly regarded, professional who both embraces and welcomes new challenges. 
Skilled in evaluating and following-up varied responsibilities in a timely and complete manner. 
Proficient in Microsoft applications, such as MS Word, PowerPoint, Excel, Access, and Adobe Photoshop.  Experienced with Microsoft 96 and up. 
Advanced knowledge of; Oracle, SAP, JD Edwards, Legacy, LIS and CORE loan origination systems. 
Competent in data entry, faxing, filing, ten-key by touch as well as various other office functions. 
Keystrokes: 90wpm. 


Experience
	
	

	2015 – Seasonal
	Client Services Professional, H&R Block
Front office reception with a tax preparer service for the seasonal 2014 tax season. Basic office duties that include:  welcoming new and returning clients, scheduling of new appointments in accordance with both the Tax Preparer and the clients needs, ensuring clients are placed with a Tax Professional is qualified or specialized in particular types of tax returns, neighborhood marketing of new products and specials, ensuring overall functionality and cleanliness or the office, ensure clients customer service expectations were addressed and fulfilled upon exit of their appointment, trained and qualified to fill, float, or relocate in/to any H&R Block store nationwide as a CSP. 

	09/14 – present
	Underwriter 1, Urban Lending Solutions DBA  Bank of America
Responsible for reviewing all documentation submitted for new or refinanced home loans. Determine the economic health of applicants. Verify the income and employment details of the applicant and review the applicant's credit history score. Additionally scrutinize the accounts from which the applicant's funds seem to be originating. Finally, look into the appraisal of the purchased property and check whether it has been valued correctly to warrant the loan requested from the bank.

	07/14-
09/14
	Senior Default Loan Servicing Analyst,  Stewart Lender Services
Review loan files that were transferred from prior servicer to determine eligibility options within the SLS family of servicing.  Specially trained with defaulted home loans currently in bankruptcy, short sale, and foreclosure loss mitigation statuses.


	04/14-.
09/14
	Driver,  UberX
Provide door to door taxi services for partners using the Uber digital media application. 	


	10/13-02/14
	Service Delivery Coordinator,  Comcast Business Class
Critical analysis of Service Order Agreements submitted by the entire west division sales team for any of e multiple products, services, and support offered originated from the Business Class product lines (Cable, Internet, and Voice).  Once verified, orders are built and scheduled appropriately for installation with the internal technical and the location end user.

	12/12-09/13
	Home Loan Processor 4 ,  Wells Fargo Home Mortgage
Primary functions include:  Ensuring the timely and accurate packaging of all loans originated by loan officers. Providing timely and accurate expectations to both internal and external clients.  Establishing good working rapport.  Maintaining a higher level of professionalism.  Responsibilities include: Gathering information and take each file from pre-approval to closing. Input proper loan information into the system for processing. Responsible for ensuring that all loan documentation is complete, accurate, verified, and complies with company policy. Verify loan documents including; income, credit, appraisal, and title insurance ultimately preparing application for submittal to underwriting. Review file documentation and make sure all items needed are requested. Order and coordinate loan documents.  Be the first point of contact between borrower, underwriter, loan officer and closer.  Meet crucial deadlines requested. Perform any additional duties/activities assigned by management.

	03/12-12/12
	Loss Mitigation Underwriter,  Urban Lending Solutions DBA Bank of America
Subject Matter Expert - Underwriter.  Review and analyze all documents and information required, including: Property appraisal values, income calculation, review of credit history, and all others required for HAMP, HARP, MHA, SFO, and DOJ home loan modifications.  Working knowledge of FNMA and FMC guidelines, as well as personal and corporate tax information.  Specially trained in the DOJ (Department of Justice), MHA (Making Home Affordable), and FHA, VA, and HAMP (Home Affordable Modification Program) programs.  

	05/07-07/11
	Bartender,  Denver Wrangler
Serving drinks and cleaning of all bar/glassware for one of Denver's busiest and most notable bars.  Assist with liquor inventory, writing bar guidelines/procedures, distribution of weekly charitable funds.

	05/07-07/09
	Patient Care Technician – Team Lead,  Presbyterian/St. Luke’s Medical Center
Assist Nursing staff with all patient care needs, ADL's (Activities of Daily Life), transportation of patients between units and departments.  Restocking of patient rooms.  Help new patients acclimate to inpatient living conditions.  
Answer all incoming phone calls to the Bone Marrow Transplant and Oncology units.  Second and third review of physician and nurse practitioner orders.  Input of order into the shared hospital system.  Filing, restocking, and organization of the units.
Lead specific duties:  All above job functions in addition to: shared duties of departmental inventory, order placement, order tracking, and receiving with one co-lead.  Personally responsible for all PCT scheduling, and various other projects.  First line of contact between Clinical Nurse Coordinators, upper nurse physician and financial management to and from their ancillary RN and PCT staff.  Basic EKG and Telemetry training.

	03/06-05/07
	Corporate Card Administrator/Purchasing Coordinator ,  Intrawest Shared Services
Card administrator duties include:  Ensuring correct monthly accounting for 2,000+ corporate Visa cards.  Creating and maintaining all cards.  Auditing for internal and external fraudulent activity.  
Coordinator duties:  High end purchasing for world class resort destinations.  Following up with end users and vendor to ensure on-time arrival of goods and services.  Quoting out products to find the best prices.  Using Oracle Inventory ERP management systems to support inventory and ordering needs. 

	03/03-03/06
	Transactions Analyst, Oce/Imagistics International Inc.
Critical analysis of legal contracts.  Supported the migration from a DOC/Legacy based inventory and order management system to the new Oracle ERP system.  Associated with billing, pricing, quota and commissions of copier and facsimile equipment.   Other duties include but were not limited to:  Direct customer relations, equipment movement tracking (i.e. shipping and receiving), accounts receivable, and product distribution.   Updated and created reports based on consumer reports and company standards.


Education
	
	

	1996-2000
	General Diploma,  Arvada Senior High School – Graduated 2000 – 3.6 GPA


Volunteer Opportunities
	
	

	2011-Present
	Events and Testing Coordinator, HeyDenver
Provide testing, education, and advocacy services for men in regards to sexual health and wellbeing. 
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