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	Education




	Bachelor of Science, Business Administration
Shepherd University, Shepherdstown, WV
· Major: Finance
· Minor: Economics
Related course work: financial management, business communication, business ethics, business law, macro & micro economics, statistics, marketing, and accounting.
	August 2007

	Skills/Abilities
	Management
	 

	 
	· Managed household while attending college full-time
· Volunteered at children’s school and in their classes
· Carried a full course load while being a full-time wife and mother
· Organized parties as team mom and room mother
· Planned practices as head soccer coach
· Chaperoned field trips

	 
	Communication
	 

	 
	· Proficient in Word, Excel, Access, PowerPoint, and Outlook
· Use Outlook daily
· [bookmark: _GoBack]10-key by touch 

	 
	Leadership
	 

	 
	· Served as head coach for son’s soccer team
· Served as team mom and homeroom mom for both my son and daughter.
· Raised two children
· Served as Treasurer for high school softball booster club


CAREER EXPERIENCE

Specialized Loan Servicing LLC – Highlands Ranch, CO
Default Document Associate
· Proofread, edit, and submit Foreclosure documents for signature by a Company Officer and submittal to court. 
· Fact-check documents for accuracy and completeness compared to loan servicing files and servicing system records. 
· Communicate with outside counsel to correct or confirm information and seek complete explanation when necessary and appropriate. 
· Maintain Records of pertinent job functions; notary, imaging, and volume records.
· Assist with other duties and projects assigned by Timeline Management
Intellisource (Urban Lending/Bank of America) – Highlands Ranch, CO
Underwriter
·       Provide income verification for HAMP & Non-HAMP loans
·       Follow federal guidelines 
Amica Mutual Insurance Company – Englewood, CO
Claims Representativer/Subrogation Recovery Representative
· Process auto claims
· Provide quality customer service
· Subrogation recovery
· Submit claims to arbitration
· Research traffic laws
· Post credits
· Issue deductible payments
Nevada Federal Credit Union-Las Vegas, NV
Financial Services Representative II
· Process cash deposits, withdrawals, and loan payments.
· Provide quality member service.
· Input and disperse loans.
· Open/close accounts.
· Process account inquiries.
· Reconcile member accounts
· Reconcile monthly and daily inventory logs

Mandalay Bay Hotel & Casino- Las Vegas, NV						
Comp Auditor/Accounting Clerk
· Print reports from Players Club and Infogenesis
· Post/manually input comps into Players Club
· Verify comp legitimacy
· Balance reports from Infogenesis to reports from Players Club 
· Complete food & beverage audits using Excel, Infogenesis, AS400, and Access
· Collect, research, analyze, and process data requested by casino hosts and upper management
· Reconcile comp reports
American Merchant Systems- Las Vegas, NV
Administrative Assistant
· Complete bank applications for merchant accounts
· Program credit card terminals
· Provide customer service

Navy Federal Credit Union – Springfield, VA						
Teller/Member Service Representative
· Process cash deposits, withdrawals, and loan payments.
· Provide quality member service.
· Disperse loan documents.
· Open/close accounts.
· Process account inquiries.
· Reconcile member accounts


Fitzsimmons Federal Credit Union – Aurora, CO						
Accounting Clerk/Share Draft Processor
· Process share drafts and wire transfers.
· Balance bank ledgers.
· Post ACH debits and credits.

HONORS
· Awarded an education grant from the state of West Virginia	
· Appointed to and attended United States Merchant Marine Academy

