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	Professional Profile
	Highly motivated professional possessing extensive customer service experience in financial account management, office management, and human services.  Seeking an exciting opportunity in which my exceptional attention to detail and positive relationship management skills can lend to service excellence

	
	Creative hard worker with initiative and problem-solving skills
Excellent oral & written communication skills

	Effective time management & organizational skills
Proficiency in Microsoft Word & Outlook 
Experienced in Excel 


	Education
	Bachelor of Arts, Liberal Arts
Colorado State University
Fort Collins, CO
December 2002

	
	

	Professional Accomplishments
	Customer Service
Focused on delivering excellent customer service by proactively advising customers on necessary changes to their accounts 
Promoted to Vendor Liaison and was the primary point of contact at CitiFinancial Auto branch offices for all associated dealerships
Assisted institutional clients in ensuring corporate bank files were compatible with new banking platform
Counseled customers via telephone to resolve delinquencies or update them on the status of their personal home loans 
Loan Origination and Maintenance
Responsible for all aspects of mortgage loan servicing including: reviewed offers for short sales, analyzed customers’ financial history to determine work out options, and researched collateral documents to mitigate investment risk 
On-floor lead for a team of 30+ with regard to analyzing requests in accordance with established guidelines, discussing workout options and conducting financial interviews to determine eligibility for repayment plans, modifications, short sales, deed in lieu, etc.
Assisted customers in attaining mortgage loans. Responsibilities included: Analyzing all documentation to ensure its’ accuracy and completeness in order to comply with investor regulations 

	
	

	Work History
	7/2014-Present
Administrative Assistant (Bell & Pollock), Pinpoint Staffing, Denver, CO
Short Sale Auditor (Stewart title), Pinpoint Staffing, Denver, CO
8/2012-8/2013
Loan Processor, Pulte Mortgage, Englewood, CO
10/2011-8/2012
Servicing Specialist, Statebridge Company LLC, Denver, CO
1/2011-10/2011
Transmission Conversion Specialist, Wells Fargo, Denver, CO
 1/2009-10/2010
Foreclosure Prevention Specialist, Aurora Loan Services, Lone Tree, CO
11/2004-1/2009
Vendor Liaison, CitiFinancial, Centennial, CO

	
	

	                       
	

	
	

	
	



