


Michelle Cordes



I would like to thank you for taking the time to review my resume. As we all know in today’s work force there is an overflow of possible candidates for jobs, unlike we have seen since the great depression.  I having been a business owner myself understand how valuable your time is but also how valuable it is to a company to find the right person for the position you are looking to fill. In today’s market, we cannot spend dollars on people who we do not feel will be the best for our company and the position. I hope that after taking a look at my skills you will find that I may be that fit your company is looking for.






I look forward to speaking with you 
Michelle Cordes





Michelle Cordes
[bookmark: _GoBack]303-882-1646
Mission: My mission or goal in life has always been and will always be to create a life for my family that teaches them compassion, responsibility, respect, honor and love. 
Experience: During my many years of working I have come to gain several skills. The most important skill I have gained is working with others and respecting that we are all different. I have worked with all types of personalities and have learned to work with and not against them. 
2010 - Current - Cael Enterprises Appraisal Management - Owner
· Broker the assignment of Real Estate Appraisals for 5 Credit Unions and various Mortgage Brokers
· Recruit, interview, verify credential and hire appraisers 
· Maintained files of appraisers, continuing education, E&O verification, state standings verification, disciplinary action verification, etc.
· Basic overview of appraisals before sending to lender/loan officer
· Assist in resolving issues with appraisal
· Collect payment for appraisal from lender, loan officer, home owner
· Pay appraisers

2011 – Current - Chatfield Senior High Varsity Cheer Coach
· Organize and facilitate tryout process for each new season
· Select team members for each level 
· Train team members on cheers and routines to be performed at games and competitions
· Maintain required training certificates 
· Coordinate schedules for all team members, games, competitions, practices, team appearances 

2008 – 2010 - Ralph Schomp Honda – Finance Manager
· Assist customers in finding financing for the purchase of vehicles
· Collect all required documentation from customers to send to the lender
· Complete all required contracts with customers to send to the lender and the state for licensing
· Quality control 
· Make sure all loan documents are complete and accurate
· Make sure all funding delays are resolved in a timely manner
· Title verification and research
· Verify that all used vehicles purchased by dealership have valid titles
· Obtain valid titles for vehicles that do not have one
· Follow up with customers that still owe a valid title to the dealership
· Collections 
· Follow up with customers who have outstanding balances on their purchases
· Warranties 
· Maintain all warranty information and documents for the dealership
· Assist warranty company to resolve any issues that customers may have
· Submit monthly reports to the warranty company, CEO, CFO and owner of the dealership
2006 – 2008 - 1st Mortgages - Licensed Mortgage Broker
· Assisted borrowers in obtaining a 1st, 2nd or HELOC for residential property
· Worked with various lenders to obtain the best rate and loan plan that would fit the borrower’s needs. 
· Obtaining the necessary information and documentation from the borrower required by the  lender,
· Ordered title, appraisal, MI, requested information from home owner’s insurance company, HOA etc.
· Submitted documents to lender and addressed all funding delays in a timely manner
· Scheduled closing with title company and attended all closings to insure a smooth process for the customer
2000 – 2008 - Cordes Real Estate and Appraisals
· Assisted Jeff Cordes
· Scheduling showings, holding open houses, MLS research, marketing, taking clients on showings, scheduling inspections, working with lenders and title companies
· Managed the appraisal office
· Interviewed all possible appraisal candidates
· Managed 10 appraisers
· Maintained files of appraisers, continuing education, E&O verification, state standings verification, disciplinary action verification, etc.
· Marketed the business to lenders, mortgage brokers, banks, real estate brokers, lawyers
· Facilitated community awareness classes with local mortgage brokers about the lending process and steps to home ownership
Education
1991-1993 / Arapahoe Community College – Associates Interior Design
2010 – Current / Regis University – BA Accounting

Special Interests 
2010 – Jefferson County CASA
· Child advocate in court cases involving domestic abuse, drugs/alcohol abuse, sexual abuse and or neglect against a child or in a household that has children that are being affected by the behavior. 
· Assist the court in making a decision on placement for the child
· Usually am the only voice for the child in the court preceding’s
1995 – Current – Make-a-Wish Foundation 
· Various duties from helping to set up / take down for events, clerical assistance in the office, holiday gift wrap helper, wish helper, work on getting donations, etc. Help in whatever capacity they need me to at the time.




References
Joan Mazak, Make-a-Wish 
303-750-9474 jmazak@colorado.wish.org

Monica Mulvey, Ralph Schomp Honda
720-289-3866 monica.mulvey@gmail.com

Damon Chavez, Cael Enterprises – Ace Appraisers, LLC
303-649-6767 dchavez@ace-appraisers.com 

Sean McGraw, Douglas County Schools
303-862-1039 sbmcgraw@msn.com
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