Telisha Barrett

3023 E Jack Jouett Rd. Louisa, VA  23093  804-475-5656  Email: my_lilg@yahoo.com

An experienced professional that has 10+ years expertise in Finance, Mortgage and Sales Administration with a proven track record for improving company’s profitability. 

PROFESSIONAL PROFILE

· Excellent team player who listens, thrives on collaborating with diversely talented team members, and integrates their divergent thoughts, opinions, perspectives into meaningful action.

· Highly flexible and adaptable performer; adapt at multi-tasking and thriving in a fast-paced environment while coordinating numerous time-sensitive projects.

· Customer-focused and highly organized with effective customer-service skills.

· Research/identify target areas for investing and implement the most-effective marketing strategies.

· Experience managing projects involving finance, real estate and other disciplines.

· Energetic, competitive achiever who can inspire and motivate team members, successfully manage multiple priorities, and perform under pressure in a fast-paced, rapidly changing environment.

· Exceptionally motivated self-starter and creative problem solver who works hard and loves a challenge.
PROFESSIONAL EXPERIENCE

Capital One (Temporary)




Glen Allen, VA

Credit Analyst/Underwriter




August 2011-Present
· Analyze credit bureaus, and other financial related information to determine consumer credit worthiness.
· Make credit card lending decisions to approve/decline and or set credit line.
· Evaluate and interpret trade line credit bureau data.
· Utilize customer, and/or applicant information, review credit bureaus, account behavior and payment patterns to perform risk assessment.
· Perform customer level interviews to determine credit worthiness.


Klockner Pentaplast of America (Temporary)


Gordonsville, VA

Accounts Receivable Specialist/Auditor with SAP experience
February 2011-August 2011
· Responsible for collections and payment arrangements for past due customer accounts.
· Sending out daily invoices and monthly statements to customers.

· Completing customer credit references that are submitted by other vendors.

· Researching deductions on customer accounts to get cleared (such as pricing issues, unearned discounts, and quality issues).

· Responsible for scanning daily bank deposits of customer payments. 

· Submitting invoices online to customers. 
Amerisave Mortgage Financial



Atlanta, GA (at-home position)
Mortgage Loan Processor




July 2010-February 2011
· Responsible for a pipeline of up to 40 loans per month. 

· Review loan application package for completeness and accuracy, reconciles application against system input. 

· Responsible for gathering credit and other documents from the customer and third parties in support of the loan approval decision. 

· Verify and validate supporting income, asset and liability documentation to ensure the validity of the approved system. 

Cadmus (Temporary)





Richmond, VA

Accountant Assistant





March 2010-July 2010

· Process and submit daily cash book report.

· Work with PeopleSoft Financial

· Process cash applications for International accounts.

· Process open item adjustments for International accounts.

· Convert transactions into invoices.

· Process Account Receivable summary report.

· Audit Accounts Payable sessions.
SunTrust (Part-Time/Temporary)



Richmond, VA
Mortgage Loan Reviewer/Negotiator



March 2010-June 2010
· Responsible for reviewing post closed mortgage loan documentation for compliance and accuracy.
· Review loan files to insure compliance with all state and federal lending regulations.
· Process set up files in loss mitigation.
· Underwrite short sales and modifications.
Circuit City (Temporary)     




 Richmond, VA           

PeopleSoft Analyst 


 

 January 2008-June 2009
· Reviewed and analyzed contracts, agreements and other supporting documents to ensure the correct accounting treatment is applied to funds received worked with PeopleSoft software.
· Collaborated with buyers in the forecasting process for expected funding.
· Processed vendor invoices and research discrepancies.

· Created spreadsheets for RTV and cost changes. 

· General ledger and asset management

Wachovia Securities 





Glen Allen, VA    

Operations Specialist 





(September 2005-December 2007) 


· Responsible for completion and verification of total distributions, death distributions, and distributions of excess contributions and other similar requests for IRA action. 

· Submitted liquidation requests to annuity carriers and mutual fund companies.

· Set up and monitored internal client distribution system.

· Assisted with daily processing tasks and special projects as needed.

· Made adjustments and submits requests for tax form corrections.
· Responded to written questions from offices and assist with escalations.
Wire Transfer Specialist 




(October. 2004-September 2005)

· Initiated outgoing domestic and international transactions through an automated fund transfer delivery system.

· Processed all wires received though the Federal Reserve banking system by crediting the appropriate bank account.

· Performed callback processing to validate the authenticity of an outgoing transaction.

· Reviewed system reports and performs all daily and monthly reconciliations for wires ensuring that outstanding items are resolved in a timely manner.

· Performed research in response to inquires from our business partners and clients regarding wire processing.

· Followed procedural guidelines to negotiate a proper problem resolution with the clients.

· Removed problem situations from the general processing flow so they can receive a more concentrated effort.

· Recommended modification in procedures, workflow and staffing.

· Improved operations and reduce problem areas to ensure work completion deadlines.

Capital One






Richmond, VA   

Credit Bureau Disputes Analyst




 (November 2000-September 2004) 

· Verified claims that customers submit through credit bureau agencies.
· Researched customer credit file disputes and process the necessary changes.

· Reviewed and analyzed different credit bureau reports from three major credit agencies. 

· Acted as liaison between supervisors and my peers by researching and suggesting solutions to escalated questions. 

· Sampled work for quality assurance.

· Created and distribute morning metrics.

Deposit Services Representative 



(April 1998-November 2000)

· Answered customer inquiries regarding money market and certificate of deposit accounts.
· Contacted customers to clarify any misinformation on their new account setup.
· Implemented training course for new associates. 
· Worked on several projects while maintaining my productivity and quality goals.

· Inbound/Outbound solicitations to customers with an excellent sells record.
EDUCATION 

University of Phoenix   2009-Present 

Associate’s in Health Care Administration/Long-Term Care – graduated 2011
Bachelor’s in Business Management/Project Management – will graduate 2013
AREAS OF EXPERTISE

Microsoft Excel

Microsoft Word

Microsoft PowerPoint

Lotus Notes

MS Outlook

AS/400

Fidelity
QuickBooks

SAP 

People Soft 



Credit Browser 

Capstone
Tisys
JeDi
Prophit
     References provided upon request
