Tina Candelaria
Phone: 720- 937-9752
		E-mail: Tinacande@live.com
1705 W 85th Avenue, Apt. 302
Denver, Colorado  80260


OBJECTIVE
To find a position in which I can use my varied skills and become an asset to my employer with the goal of long term employment

[bookmark: _GoBack]WORK EXPERIENCE
					ADMINISTRATIVE CLERK
May 2010 to October 2013
URBAN LENDING SOLUTIONS
· Worked a variety of duties in the Mortgage Industry assisting Negotiators regarding research on Foreclosures, Short Sales & Home Loan applications. Assisted with Voice mail & delivery of messages as well as sending out financial document request letters to initiate a loan modification. Performed Data Entry, quality control, assurance of proper closing of files, reviewed the root cause of customer complaints.  Assisted Intake dept to assign Negotiators to obtain a final resolution to the customer files.  Reviewed aged files and sent reminder emails to negotiators to update status of loan. 

February 2009 to April 2010		CUSTOMER SERVICE SALES
ALLIANCE DATA 
· Provided customer service regarding complaints & billing inquiries, using compassion, courtesy and professional skills to resolve customer issues.  Maintained working knowledge of all company products and sales promotions.  Processed new account credit applications and provided authorization codes to store associates.

June 2007 to October 2008			TEMPORARY CLERK
EXCEL PERSONNEL
· Performed various duties for businesses throughout the Denver Metro area.  Positions would allow me to utilize my clerical administrative skills.   This included Receptionist, Data Entry, Customer Service, Assembly and Filing.  

October 2007 to February 2008		 APPOINTMENT SETTER
HERITAGE COLLEGE 
· Duties include contacting potential leads via outbound calls.  Scheduling an information session and arranging a direct contact with the Admissions coordinators.

October 2000 to May 2007			CUSTOMER CARE SPECIALIST
CONVERGYS - TELETECH SERVICES INC   (U.S.P.S. continued contract)
· Interface with customers via inbound customer service center.  Greeted customers in a courteous, friendly and professional timely manner for government contract.  Problem solving using agreed upon procedures. Maintained basic knowledge of client products and services.

SKILLS
Microsoft XP, Word, Excel, Typing 50 wpm, Outlook, 10 key by touch, Software AS400
EDUCATION

September 1983 G.E.D ,1987 Word Processing Certificate, Technical Education Center, North Campus, Denver, Colorado.1994 Word Processing Upgrade, Technical Education Center, North Campus, Denver, Colorado.
