Lilian Her

4820 Thrush Ct, Frederick, CO 80504

720.556.4903 - LilianHer@tfc.edu
Energetic, high-performing professional with over three year experience in offering versatile skills and proficiency in Microsoft Office programs.  Strong problem solver who adapts to change, works independently and provides excellent customer service; proven expertise in establishing rapport and building trust with co-workers; ability to juggle multiple priorities and meet tight deadlines without compromising quality.  
Skills/Strengths:
· Computer proficient with Microsoft Office: Word, Outlook, PowerPoint and Excel
· Strong interpersonal and communication skills
· Excellent customer service

· Attention to detail
· Bilingual

· Record Management

· Detailed oriented
Employment History:
Underwriter, Urban Lending Solutions

September 2014 – Present

Responsible for verifying documents from client and confirm customer income calculations. Provide training to new hires and file reports to supervisor and managers.
· Competently review, collect and analyze loan files to ensure compliance with guidelines  

· Gather required financial documentation and request missing documentation through client 

· Manage email communication from internal and external sources and respond in a timely, professional manner 

· Perform accurate and complete input into client systems while adhering to investor guidelines  

· Determine occupancy status of the property

· Calculate borrower’s and co-borrower’s income

· Calculate debt-to-income ratios 

· Determine hardship reason 

· Perform modification eligibility analysis per investor guidelines 
· Input data into different servers
Mortgage Specialist I, Urban Lending Solutions

September 2012 – September 2015
Responsible for resolving escalated file issues.   Partner with the Quality Assurance Team (QA) to ensure errors are not made within approval system.   Partner with IE team to ensure resolution statuses are updated accordingly. 
· Maintain borrower’s loan files.
· Collect and review for completeness and accuracy of loan documentation for pass or fail determination.
· Lead on escalated borrower files.
· Assist managers in special projects.

Intern, Clary Care Center (Stephens County Hospital)
February 2012 – May 2012

Assist the facility manager in daily community operation.  Partner with facility manage to review the different programs developed for the community.  
· Meet with residents in order to respond to their needs
· Assist facilities manager with daily facility needs.

· Assist Facilities manager in staffing conversations and changes.
· Provided administrative support.
· Assist the activities coordinator with events and activities.
Tutor, America Reads
September 2011 – May 2012

Provide tutoring support to a kindergarten and 1st grade class. Provide assistance to the teacher during school hours.
· Help provide guidance and assist the students during homework time.
· Assist the teacher during her lessons. 
· Help facilitate activities.
Resident Assistant (RA), Toccoa Falls College

August 2011 – May 2012
Partner with other resident assistants in community events planning.  Provide assistance to residents to ensure a good experience.  

· Responsible for a set of 26 women who lived within my terrace.
· Distributes information about campus wide events.
· Works with Residence Life to better accommodate residents.
· Planned terrace events which can consist of up to 100 women.

· Make rounds through all the terraces and with the responsibility to lock the common area (which was an area for entertainment). 
· Responsible for notifying the college about maintenance work. 
· Help provided counseling, guidance and prayer.
· Event planning
Education:
Toccoa Falls College, Toccoa Falls, GA

Spring 2009 – Spring 2012

Bachelor of Science in Counseling Psychology

Regis University

Fall 2013 – Present

Pursuing Master of Science in Organizational Leadership with specialization in HR Management
Volunteer Activities

Boys&Girls Club

Spring 2011 – May 2012
References Available Upon Request


