
Janella Rachel Chavez

8431 De Soto Drive Denver CO 80229

Cell:  303-945-9913

Janellachavez@gmail.com
Experience

Servicelink

HOA Coordinator - REO

Wheatridge CO, May 2010 - Present

Responsible for managing HOA payments, notices, liens for each specific client with over 285+ files. Negotiate using all State guidelines in order to save clients over $500k since May 2010 with $0 write-offs to date. Build strong relationships with Associations, Clients, Attorneys, Agents, Asset Managers, Asset Specialist and Closing team by delivering excellent customer service. Work directly with Invoice Management Supervisor and assist with all time sensitive projects within IM/HOA department.  Ability to work independently and communicate effectively with  all levels of management. Handle issues for HOA department when Supervisor is out of the office or in meetings. Manage and delegate items from 4 email boxes for all incoming problems/requests within the HOA, Invoice Management and Under Contract teams. Knowledgeable with each Client matrix and each specific Statute in regards to HOA’s/COA’s. Responsible for training new hires as well.

LPS Management LLC

Cash Receipts A/R Team Leader - REO 

Westminster CO, August 2003 - February 2010

Monitor daily cash flow and functions for a team of six. Investigate and resolve vendor discrepancies quickly and efficiently. Electronically apply daily cash receipts into Oracle 11 quickly and accurately with less than 2% error rate. Adept at working in a high volume and fast paced environment. Post and review completed cash batches. Keep accurate logs on all team members for bonus structure. Go to person for Cash Receipts department. Reconcile Oracle reports to reconfirm all checks posted match the check report from the bank. Exam, log and communicate with Evictions department on all rental payments. Inspect daily check cutting and printing function to ensure accuracy. Assist with Internal Audit research. Provide support for upper management. Cross trained in all accounting areas:  Accounts Payable, Accounts Receivable, Collections, Unapplied payments & Customer Service. Responsible for creating specific customer service department including creation of all policies, procedures and processes.

Hotel 

Super 8 Motels - Fruita/Grand Junction CO, Front Desk Agent 1995 - 1997

Super 8 Motels - Fruita/Grand Junction CO, Front Desk Supervisor 1997-2000

Quality Inn - Denver CO, Front Desk AM Supervisor 2000-2003

Systems

REOLink

Microsoft Excel

Res.net



MAS500

Microsoft Word

Microsoft Outlook

Equator


HOA Resolve

Data Entry




Oracle 11i

Invoice Management
Typing 55WPM

Education 

Fruita Monument High School, Diploma 1995

Mesa State College, AAS Degree 1998

References Available Upon Request


