Amy Dunham
Qualifications
· 8 years of experience in handling and processing sensitive documents, including permits, blue prints, notes, deeds of trust, titles, recorded documents, high priority documents cataloging each in the computer.
· 11 years of customer service making sure their requirements are met.
· Multi-tasking, good customer service, team player.
Professional Experience
– Post Sale Processor for NM CO & WY – The Castle Law Group formerly known as RPHG, 
    Denver, CO ▪ June, 2007 – Present 
· Preparing documents to send to the courts for e-filing for NM.
· Preparing/sending deeds for recording/e-recording for NM CO & WY.  
· FHA/VA final title packages
· Scanning, uploading, e-filing documents and e-recording.
· Update client websites daily, taking client calls and borrower calls
· Mailroom Clerk from 2007 to 2009
· Engineering Assistant – Aegis Fire Systems, Inc.  Pleasanton, CA  September 2006 – May 2007 
· Going to fire stations or the correspondent city/county to submit fire sprinkler plans and permits along with picking them up.
· Set up inspections with the inspectors of the city/county for the team out in the field.
· Started a new system for the engineers to be a little more efficient, filing, customer service, clerical
Massage Therapist – Purple Orchid Inn Resort HYPERLINK "http://www.litwareinc.com/"&HYPERLINK "http://www.litwareinc.com/" Spa., Livermore, CA ▪ June 2005 – September 2006 
· Give massage to relax client, whether hot stone, deep tissue, Swedish.  Or even just a foot paraffin dip.
· Customer services, answer phones, set up appointments with clients, overnight prep for following day. Set up and break down for weddings, along with waiting tables.
Customer Services/Mailing – Packaging Store, Pleasanton, CA ▪ August 2004 – June 2005 
· Packaging for customers and shipping them out. Ordered supplies for the store, helping walk in customers, clerical, set up pick ups to coordinate move of the families relocating.  
· Worked with Penske so customers could utilize the trucks for one or multiple days. 
Programming and Software Skills
Microsoft Word, Excel, Adobe, Internet, UPS Software, .Walz Postal, Vendorscape, Lenstar, FIPS, Outlook, BlueTrain, Amicus, Clairfire, MSP, AMN Systems
Education
Silicon Valley College 2005 - Massage Therapy
Las Positas College 1999-2003 - General Education
