Corinna K. Barto
10150 E Harvard Ave Apt E140
Denver, CO 80231
605.939.1873 – Cell
pcbarto@hotmail.com
					
SUMMARY OF QUALIFICATIONS
· 
· Demonstrates Professional Attitude    
· Personable
· Great organizational skills                                     
· Detail oriented			
· Dependable  
                                                                 
· Excellent verbal communication
· Outgoing & quick learner                                          
· Flexible
· Energetic team player



EXPERIENCE

Underwriting Assistant (01/13 – 06/13)
Cherry Creek Mortgage – Denver, CO
· Verified loan program, interest rate, and loan number with lock confirmation and documentation in files.
· Uploaded Calyx point file into Relay.
· Entered missing data from loan file into Relay.
· Accurately stacked loan documentation in the file according to loan type.
· Maintain up-to-date knowledge and competence with loan programs, compliance and mortgage insurance to ensure data was entered accurately into Relay.
· Followed up with branches on expired loans within the department.
· Quality checked other processors entering information into Relay Indexed images into XDocs.
· Quality checked processors indexing files to ensure all documents were put into correct categories.

Quality Control Analyst (10/12 to 12/12)
Healthgrades - Denver CO 
· Quality controlled reports prepared by representatives.  
· Conducted researched to ensure the hospital in the report was correct.
· Using the web, checked health practitioners license and their specialty to confirm their profiles were correct.    
· Used Healthgrades internal administration program.

Admissions Reg Associates (02/12 – 08/12)
Rapid Regional Hospital – Rapid City, SD                                                                                   
· Accurately collected information necessary for registrations, discharges and transfers.
· Obtained signatures on required documents.
· Completed Charts.
· Worked Validation Reports.
· Demonstrated knowledge of payer information.
	
Patient Accounts Assoc (10/10 – 08/12)
Kelly Services/Regional Health - Rapid City, SD                                                                       
· Responsibilities included opening and distributing mail to different billers and cashiers.
· Recorded and entered self pays.
· Filed and matched up receipts with paperwork.
· Posted HPM money (Healthcare Payment Management).
· Worked TOS (time of service) money on a day to day basis.
· Researched and worked NSF’s and Reception Reports.
· Transferred money from one acct to another in the databases.
· Posted Insurance and Client billing payments.
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Credit Underwriter (03/10 – 04/10)
Pulte Mortgage – Englewood, CO                                                                                                 
· Gathered loan documentation to submit to Genworth through FlexConnect for underwrites.
· Responsible for researching conditions from Genworth’s findings and entering them into Empower.  
· Monitored tasks in Ipath.




Mortgage Specialist 1 (04/08 – 09/08)
At Tech/Aurora Loan Services – Littleton, CO     	                                                                      
· Responsible for researching refund checks, certificates and loans by looking in Fidelity, database, MI websites and other spreadsheets.
· Assisted other processors with exceptions or escalated items.
· Monitored daily tasks and insured all timelines were met.
· Conducted extensive research on PMI checks and responded to inquiries from 3rd party vendors and internal departments.
· Researched tasks in Fidelity to determine if they needed to be closed or opened.

Junior Underwriter/Purchaser Reviewer (07/04 - 04/08)
Aurora Loan Services - Englewood, CO 
· Investigated loan applications and existing loans as requested by Reviewers and Underwriters to resolve any outstanding conditions for approval or denial.
· Ordered appraisal reviews of existing loans in reference to declining markets, flip issues, over certain dollar amounts, and value issues.
· Assigned files to India and reviewing (QC) files for Purchase Reviewer (PR2’s).
· Uploaded and imported docs into workflow and electronic MCD documents system.
· Worked directly with Fannie Mae and the Decision Finder database in conjunction with the underwriting and purchasing of loan packages.
· Responsible for the initial setup and review of incoming loan packages.
· Worked directly with purchase reviewers and underwriters regarding the current status of the loan applications in process, existing loans and their conditions.
· Reviewed loan files for closing & compiled documentation for completion and funding.
· Tracked and examined existing current loans for varying conditions.

Administrative Assistant (11/02 - 01/04)
A. D. Miller Services, Inc. - Centennial, CO                                                                       
· Responsibilities included the management of the day-to-day general and administrative duties of the office.
· Transcribed and prepared proposals, contracts and AIA contracts.
· Generated and maintained subcontractors contracts.
· Prepared releases necessary for processing and payment of invoices.
· Created construction schedules and prepared meeting notes.
· Generated warranty and O & M’s for jobs and created job books.
· Monitored subcontractors to maintain certificates of insurance and OSHA required documentation.

Administrative Assistant/Warranty Compliance Manager (05/00 - 10/02)
Colorado Pacific Homes, Inc. - Greenwood Village, CO                                                              
· Administrative Assistant to the Regional Manager responsible for the daily operations and management of the Colorado Division.  
· Responsibilities included managing the day to day tasks related to construction and purchasing, monitoring personnel, managing the general office operations, and whatever else deemed necessary to assure that the Division operations were maintained at priority level.
· Generated and maintained subcontractor contracts.
· Processed bank draws which included processing and payment of invoices, data input, reports and legal documentation necessary for financing.
· Monitored subcontractors to maintain certificates of insurance, OSHA required documentation, change orders, and releases necessary for processing and payment of invoices.  
· Initiated and managed the Customer Service/Warranty Program for the Division.
· Implemented the warranty repair requests and coordinated completions with both the Construction Department and the Homeowners.

References upon request
