Lauren A. Allen
1233 Ogden St. #108, Denver, CO 80218
(720) 202-0906    lann8307@yahoo.com
OBJECTIVE
Obtain a position where I can utilize my experiences, skills and education to contribute to the success of my employer.
EMPLOYMENT
Integrated Asset Services/Statebridge Company         February 2009-September 2013           Denver, CO Property Manager-Integrated Asset Services Rentals (September 2012-September 2013)
Managing a portfolio of 300+ properties to get them repaired, marketed and leased to keep vacancy rates down. Screening all applicants to ensure they meet our clients’ guidelines for tenancy. Responding to tenant inquiries regarding payments, balances and open repair work orders.  Leading weekly calls with our ground agents to make sure they are adhering to our policies.   
REO Closer-Integrated Asset Services (January 2012-September 2012)
Confirmed title was clear for closings. Monitored the receipt of Deed/HUD packages, reviewed for accuracy and delivered balanced and error free HUD1 settlement statements for officer signature. Verified funding distributions to REO clients. Acted as a liaison with all parties involved in the real estate transaction.
Mortgage Servicing Specialist-Statebridge Company (August 2010-January 2012)
Placed collection calls and answered borrower customer service inquiries regarding their mortgage.  Worked through all aspects of the loss mitigation process with the borrowers to avoid possible foreclosure. Reviewed all loans that were referred to foreclosure to verify accuracy of legal documents. Was nominated by manager to train new employees due to knowledge and accuracy of position. 
Accounts Payable Specialist-Integrated Asset Services (February 2009-August 2010)
Processed invoices for reimbursement to vendors for services completed at properties during foreclosure. Contacted agents and vendors if proper documentation wasn’t received to process an invoice. Communicated with Asset Specialists to make sure services completed were approved by Clients. Received the “Above and Beyond” award, given by the Vice President of Accounting, after working in the position for one month. 
Lakeshore Staffing-Colomer Salon Division              August 2008-February 2009                   Denver, CO 

Purchasing Assistant

Followed up with suppliers on all projects to ensure deadlines were being met. Responsible for sending out products for new promotional deals and following through from the receiving of samples to the approval of the project.
Pro-Motion Technology Group                                    November 2005-May 2008                     Wixom, MI 
Purchasing Associate (December 2006-May 2008)
Analyzed reports to make purchases for all orders going to customers nationwide. Accountable for entering purchase orders and monitored them from time of entry to completion of order. Contacted vendors to confirm availability and shipment of products for timely replenishment of inventory. Provided up-to-date specification and warranty information on products to co-workers and customers.
Sales/Marketing Assistant (November 2005-November 2006)
Created marketing materials to send out to customers and prospective clients. Compiled weekly sales team reports for company-wide review. Prepared traveling arrangements for sales team and project managers. Recognized for outstanding performance in achieving the “Rookie of the year” award.
EDUCATION
  
Western Michigan University, Kalamazoo, MI                                      


Bachelors of Business Administration, 2005 

Food and Consumer Packaged Goods Marketing Major
Delta Sigma Pi, Professional Business Fraternity

Vice President of Pledge Education for Fall ’04 and Spring ’05 Semesters
