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CAREER OBJECTIVE
To become well established in a professional organization that will offer me the opportunity to utilize my diverse business experience and enthusiastic work ethic. Known for my dependability and capability to work in various business capacities and recognized for my efficiency and willingness to go the extra mile to ensure customer satisfaction to obtain quality results and to exceed employer goals and expectations. 

Key Strengths
· Ability to work under limited time constraints and deadlines
· Works effectively and independently with peers or superiors
· Effective communication skills
· Willingness to learn computer new systems and programs that impact job productivity


Work Experience
Aurora Loan Services – Aurora Bank FSB 						Oct 2010   - Mar 2012   

Loan Pipeline Processor – Contract Admin. Q/C – Research & Recovery
	When I received hard copy rescission claims letters and findings letters from the many MI companies we interfaced with, I entered them in to an excel spreadsheet and daily logs. These loans were scanned by me and I attached these documents to the folders in several different computer storage drives. I also attached the letters to our internal loan tracking system or “Lawbase.” All checks received with the incoming Rescission letters are entered into a separate excel spreadsheet and   delivered to accounting on a daily basis. All legal document requests were given to me daily to be   input into Lawbase for the Rescission Underwriters to work the MI claim. Paperless Rescission letters are also entered into the spreadsheet for daily tracking purposes and to meet legal dates and deadlines. All requests from Scottsbluff for Rescission letters are researched and my timely responses were sent by e-mail. I worked and assisted all of my Underwriting Analysts as needed in tracking MI rescission letters from the MI companies. I do a monthly review of spreadsheets received from all MI companies and report to my Manager the results. I interfaced with IT for reporting on all of the monthly numbers of claims to provide appropriate tracking for our departments work load. All loans received from other companies that are not serviced by Aurora Bank are packaged and sent back to the corresponding company. I assist on many special projects such as exporting and importing from MCD Viewer whole loans files for Rescission and Findings documents into our Lawbase loan tracking system.   

								
Aurora Loan Services 								Feb 2007 – Oct 2010
     
 Claims Pipeline Processor - Master Servicing
	Responsible for claims submitted to Loss Management department which includes tracking and updating status on Excel database. I submitted data into the Vision and LawBase loan tracking systems. I requested credit reports for our clients utilizing Factual Data. I prepared and sent files to outsource partners and external customers using send secure e-mail. Scanned and uploaded all hard copy file to our G drive on a daily basis for my department. I requested missing documents from external customers.  


Today’s Staffing/Aurora Loan Services, Englewood, CO 				May 2006 – Nov 2006
     
Service Management Group
Researched and delivered customer service surveys to external customers. Captured in digital format incoming customer and client calls.  Delivered all digital files to directors and sales coordinators for call scoring analysis. Downloaded funded loans list for both Conduit and Wholesale Management reporting.  


 Funder / Post Funder 								May 2005 – May 2006
Working knowledge of TMO loan application system.  Trained as Bulk and Conduit Funder using paper files and virtual files. I have hands on experience with Document Workflow and the virtual loan processing system.

     Mail Clerk  									Dec 2004 – April 2005
	Received and sorted all mail which included scanning barcodes for tracking.  Distributing mail to different departments.  Responsible for mail input and inquiring on various mailing systems such as UPS, FED-X, DHL, etc. 

Coverall Cleaning Concepts, Aurora, CO 						Oct 2001 -  May 2006
     
Owner/Operator
	Provided commercial cleaning services for accounts such as Lakewood Country Club, several small and large office buildings, Scores Learning Center and health care facilities while managing a staff of 7 employees. I also handled client relations to ensure customer satisfaction on a daily basis. 

Merrill Lynch Inc, Meridian, CO 							1996 - 2001		
     
Mail Processor
	Received and processed mail for the entire company. I handled several thousand dollars of checks on daily basis and made sure they got to the appropriate parties and departments.   
 
Life Partners Group, Englewood, CO 						1994 - 1996
    
 Agent Supply Tech
	Retrieved orders for Health and Life insurance claims from external and internal customers and assisted them with processing their insurance claims. 



Education/Certificates
     
Coverall Cleaning Certification					Aurora, CO			 2001
Customer Service Certification / Merrill Lynch			Meridian, CO		   	 1997
MS Windows & MS Office Training / Merrill Lynch			Meridian, CO			 1996

Training  								Aurora, CO			2007-2012
Money Laundering Classes, Safe Act - Compliance,    			 
           	Identity Theft, Appraisal Classes, MS Office, Lawbase training,                                        
           	Rescission and Loan Findings Training, Funding classes, 
           	Vision Loan Database Training   


		
