Susan E. Branch
10705 W. 60th Avenue    Arvada, Colorado 80004     (303)902-7860    ridingsnow@aol.com   
Employment
Titan Lenders Corporation
    

                    


   
June 2012 – April 2013

Mortgage Fulfillment Services

Closer  - Daily responsibilities consist of closing VA, FHA, USDA, Conventional, Conventional Insured and ARM loans, synchronize closing date with loan officer and title agent, regular communication with loan officers in regards to compliant documents to close loans in accordance with the rules and regulations for closers, utilize closing systems including Flagstar, MRG, DOC Magic, CBX, NYCB, and operate the MERS system, HUD review, verify and warrant exactitude of information pertaining to specific loan, exercise fee requirements on behalf of lender and investor regulations, administer and deliver closing packages via closing systems, proactively eliminate errors on loans, stack loan documents via Adobe, answer phones, locate tax information via county tax assessor, experience closing in Virginia, Colorado, West Virginia, Florida, Illinois, Louisiana, California, and Texas.
The Egg & I












      January 2011 – present

Breakfast Restaurant

Mile High Harley Davidson
    

                    


   
       March 2009 – Oct 2010
Motorcycle Dealership

Sales/Finance  - Sold Harley-Davidson motorcycles, made cold calls, assisted the Finance Manager and Finance back-up; which included funding delays, receiving deposits, selling products, update inventory, contacting financial institutions for approvals.  Back up title clerk; which included all aspects of sending contracts in a timely fashion, handled cash customers, and DMV relations.  
A Sqr Consulting, Inc.








      October 2003 – May 2009
Computer Consulting/Training Corporation

Administrative Coordinator –Accounts payable, accounts receivable, maintained inventory, compile information with respect to corporate taxes, conducted all purchasing of equipment and office supplies, log hours, answered multi-line phone system, technical support, book keeping, filing, payroll, consult with each individual’s personal needs to determine PC configuration, install and set up PC, maintain updates, troubleshoot drivers, created and implemented pre-made notebooks for the client to follow along, daily reports, monthly hourly report, mileage log for employees, scheduled meetings between clients/employees, scheduled flights, maintain receipts for tax purposes, proofread reports for accuracy, invoicing, established outside vendors, master new software and train others.

Investigator online/Branch Investigations




January 1999 – October 2002 
Online Investigation/Domestic Investigation

Office Manager – Advertising, accounts payable, accounts receivable, invoices, maintaining evidence, background research, subpoena service, designed and ran website, filled web orders, maintained all correspondence, managed employees, payroll, time cards, order supplies, networked all computers in office, organized weekly staff meetings, liaison between client and company, schedule client meetings, set up marketing accounts.
Skills

· Excellent communication and organization skills
· Typing 60 w.p.m. 
· Microsoft Office (Excel, Word, etc), Power Point, QuickBooks Pro, Quicken, Microsoft Money, Photoshop, Dreamweaver, GIMP, Outlook, Adobe Photoshop Suites
· Ability to work alone or with a team

