	Dainen Bazzani

	10185 Park Meadows Dr #3-313 Lone Tree, CO 80124  (405) 812-9444 dainenbazzani@yahoo.com


Skills

Experience with handling foreclosure documents and meeting deadlines.

5 years of successful customer service and support with solid computer skills 

Excellent working knowledge of MS Office, browsers (IE, Mozilla) and computer hardware

Familiar with postage machines, UPS/FedEx and related mailroom duties.

Ability to train, motivate, and supervise customer service employees.

Results driven independent worker
Aspen, Doculogic, Fiserv, Business Objects, UPS/FedEx, Internal Postage Tracking program, Networked Multi-Function Printer access, NEOPOST Postage and Folding Machines, Multi-Function Printers, Document scanning devices

Experience

Document Administrator/Mailroom Specialist             Vericrest Financial, OKC, OK 2011-2012 
· Responsible for receiving and sending original documents to attorneys from mortgage vendors regarding foreclosure actions in a timely fashion.

· Sorted and distributed all incoming and outgoing mail on a daily basis to appropriate departments and companies outside Vericrest.

· Handled all scanning of incoming mail to Aspen for appropriate teams to process.

· Managed projects directly from VP of Customer Service, including large-scale uploading projects containing 1,000-50,000 images.

· Created processes to speed up productivity on a regular basis and trained employees based on these documents.
US Customer Support Representative                Friendly Island Cell Phone, Remote 2010-2011
· Handled calls from customers with questions about their rentals

· Handled escalated issues involving reservations

· Quickly and effectively solved customer challenges 
· Maintained a database of reservations and assisted with website maintenance

· Communicated remotely with Caribbean office via email and VOIP.
Site Manager                                                               Bazzani Building Co., Ukiah, CA 2006-2010
· Managed work crews at several renovation and ground up build projects.  

· Managed client relationships to maximize customer satisfaction

· Complied with state safety regulations regarding job site safety.

· Oversaw the ground up builds of several residential projects (budgets up to $600K)

· Managed commercial remodel projects (budgets up to $500K)

· Completed projects involving several sub contractors, on time and on budget.

· Maintained excellent relationship with sub contractors, vendors and suppliers.


