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 ADMINISTATIVE ASSISTANT/ LOAN COUNSELOR
I am a bilingual (English/ Spanish), highly motivated professional with significant experience in the Administrative /Medical Industry.  I am highly skilled in handling special projects, assignments, and consistently exceeding performance objectives. My key strengths are in leadership, organization, self- motivated, training and development. Areas of expertise include: 
•Team Work             

•Communication Skills 

•Time Management 

•Multi-Tasking 

•Analytical Problem Solving 

•Customer Service 

PROFFESIONAL EXPERIENCE 

CASH CALL, Anaheim, CA                                                                                                                         Mar. 2012-Sept 2014
LOAN COUNSELOR-COLLECTIONS (2012-2014)

•Make outbound and inbound calls via an Auto Dialer or manual calling to gather or clarify information.
•Perform investigative activities to determine the whereabouts of customers thru database searches (Skip-Tracing).
•Respond to incoming questions, provide information, explain policies and procedures and facilitate a resolution.
•Review, process and verify accounts and balances.
•Comply with all company procedures and policies including FDCPA
TOTAL EDUCATION SOLUTIONS, Alhambra, CA                                                                               Dec.  2010-Mar. 2012
ADMINISTRATIVE/ VOLUNTEER          (2011-2012)
•Answer and direct calls, provide general information and verify demographics.
•Schedule new patients and input patient’s information.
•Contact patients/clients to confirm, cancel or reschedule appointments.
•Assist Office Manager with daily tasks, special projects, daily reports and billing.
•Assist the Speech, Occupational and Physical Therapists to translate for Spanish Speaking patients.
CARRINGTON MORTGAGE SERVICES, Santa Ana, CA                                                                    Aug.  2007- Dec. 2010
LOAN COUNSELOR II- COLLECTIONS                     (2007 -2010)
•Reviewed/ Analyzed financial information on Sub prime Loans to qualify and set up re-payment plans.
•Assisted in Special Projects as needed by Management, such as the Modification Refresh Campaigns.
•Referred loans to Loan Modifications, and Home Retention to assist in curing delinquency.
•Handled overflow for other departments, such as Customer Service & Spanish In-bound/Out-bound calls.
•Received an invitation from the Senior Vice President of Loan Servicing Operations to participate in the MAP program.
•Became Employee of the Month within the 3rd month of hire.
UNIVERSITY OF CALIFORNIA LOS ANGELES, Santa Monica, CA 

                           Aug.  2005- Jan. 2007 

ADMINISTRATIVE ASSISTANT II 
(2005-2007) 
•Assisted physicians in performing any schedule changes to the Medical Center Computing Services (MCCS). 

•Pre-encountered new and existing patients, scheduled follow-up appointments and verified demographics. 

•Verified and updated insurance information and collected proper co-payments using the Patient Record System. 

• Answered  calls, provided general information regarding practice activities and referred callers to the appropriate departments. 

•Prepared daily deposits approved cash logs and submitted copies to the proper UCLA departments. 
•Assisted Office Manger with daily tasks, special projects, daily reports and job duties in accordance to department procedures.
• Complied with department standards and HIPAA.  
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MITSUBISHI MOTORS CREDIT OF AMERICA, Cypress, CA 

                                        Aug.  2001- Jul. 2005

TEAM LEAD/TRAINER-CAU PRIMARY/COLLECTIONS 
(2003-2005) 

•Supported the supervisory team and monitored AVAYA PDS to ensure that effective calling strategies were used to maximize the collection efforts in the department. 

•Proactively problem solved escalated related issues, work inefficiencies, etc. on the floor with CAU staff and management. 

•Trained and developed new hires and low ranked employees. 

•Monitored lucent ACD lines and employee homepages, processed deferments, assisted in short payoff and late charge queue, staff attendance, handle faxes, disputed letters and mail. 

•Maintained updates on department procedures and special projects as assigned by manager. 

PRIMARY/PRE-SKIP ACCOUNT REPRESENTATIVE/COLLECTIONS   (2002-2003)

•Contacted and collected delinquent accounts using predictive dialing system ranging from first payment defaults up to repossession. 

•Utilized skip tracing tools and Internet based locators including field chases on skip accounts. 

•Resolved collection issues on lease, retail and DAP accounts and negotiated agreeable payments to cure delinquencies. 

•Maintained weekly log of reasons for delinquencies and dealer related issues. 

•Exceeded performance goals and was recognized for excellence in collecting. 

•Complied with the Fair Debt Collection Practices Act (FDCPA) to minimize exposure to litigation. 

END OF TERM SPECIALIST/COLLECTIONS     (2001- 2002)
• Promoted from temporary to permanent employee within two months to End of Term (EOT), a high profile department. 
•Maintained End of Term Lease portfolio of 500-600 accounts and handled inbound and outbound calls. 
•Generated final settlement letters, payment plans and maintained a log of money collected. 

•Responded to customer, attorney and dealer disputes regarding EOT liabilities. 

•Acted as vendor liaison to our collection agencies. 

•Assisted in the reinstatement department by handling inbound calls, confirming repossession assignments, reinstating customer cars and contacting repossession agencies. 

EDUCATION

Long Beach Community College, Long Beach, CA 
Business Administration/ Accounting
CERTIFICATIONS AND TRAINING

Sexual Harassment Training, Conflict of Interest and Diversity in the Workplace, Focus: Achieving Your Highest Priorities,
 The 4 Roles of Leadership,  The 7 Habits of Highly Effective People, FDCPA, Safety in the Workplace, Red Flag/Identity Theft, Information Security, Understanding Escrow, MortgageServ 101 and Time Management.
TECHNICAL SKILLS

Windows, MS Word, MS Excel, Lotus Notes, Outlook, SHAW, Siebel,

Account Recovery System, Lease Master, Davox Predictive Dialer, AVAYA PDS, Debtor Discovery, Lucent, Blue Pumpkin, Pacers, Fastdata, E-Oscar, Accurint, DMV link, File Net, MCCS Encounter Registration, Patient Registration System, 

Mortgage Serve, UIP Lyricall, Fiserve, OnBase Client and Western Union Speedpay.
