                    Susan Cartellone

303-204-7755                                        13134 Bellaire Drive, Thornton, CO 80241           skcartellone@hotmail.com
CAREER SUMMARY
· Proficient in accounts payable and receivable

· Working knowledge of payroll and Human Resource functions

· Excellent organizational skills 
· Outstanding customer service experience
· Word, Excel, Outlook, 10-key by touch
SPECIFIC EXPERTISE
Office Administrator/Human Resources – Handling and processing the store’s receivables, including balancing the cash room, making deposits and ordering store funds.  Reviewing audit reports for losses and resolve any issues to prevent store shrinkage.  Processing payroll, including time, attendance and commissions. Inventory procedures, order store and office supplies, reconcile purchase cards and other ledgers, as well as general office functions. 

Processor - Work directly with clients referred by brokers to process their home loan requests for first or second mortgages, conforming and non-conforming using Calyx Point or Encompass. Responsible for submitting files for pre-approval using DU/DO or LP as well as, ordering, collecting and reviewing RESPA, income documents, title and appraisal.  Submit the completed file to underwriting insuring the file is closed and funded within the lock period.

Assistant Manager – Process and close personal and mortgage loans insuring the company’s policies and practices are being followed. Contact customers and businesses in the community to promote goodwill and generate new business.  Offered Credit Life and Disability which required state licensing.  Interviewing and training new employees.
Collections - Charge-off recovery, repossessions and small claim court proceedings. 
EXPERIENCE


Office Administrator/Human Resources – JC Penney Corp., Westminster, CO, 2006-2013
Contract Mortgage Processor/Owner – Clear View Processing, Thornton, CO, 2001- 2009
Mortgage Processor/Loan Officer - Mortgage Referral Service, Thornton, CO, 1995-1997
Assistant Manager - American General Finance, Inc., Denver, CO, 1990-1995

EDUCATION
Community College of Aurora, Aurora, CO

Accounting

Chaffey College, Alta Loma, CA


Accounting

Weber State College, Ogden, UT


Merchandising
