Stephanie Hanson

21861 E. Ontario Dr. #117							            Phone: 720.980.1142
Aurora, CO 80016							      stephaniehanson26@yahoo.com

OBJECTIVE
To utilize my education and gain experience as an entry-level Processor within the mortgage industry.

EDUCATION
Mortgage Training Institute, Denver, CO
Certified Mortgage Loan Originator, June 2012
Certified Processor for FHA/VA loans, June 2012
Currently working towards State and Federal Originators License

SKILLS SUMMARY
· Written and verbal communication skills
· Organizational, multi-tasking, time management, and critical thinking skills
· Detail oriented
· Customer service and interpersonal skills
· Math and transaction review skills
· Computer: Microsoft Office Applications, including: Outlook, Power Point, Word, and Excel applications; Encompass program 

RELATED WORK EXPERIENCE
Target, Aurora, CO
Cashier (Seasonal), October 2009 - December 2009
· Provided excellent customer service by answering questions, problem solving, and keeping a positive attitude
· Greeted customers and ascertained customers' needs
· Processed customer transactions
· Provided positive and productive feedback regarding the customer service industry 
· Supported sales efforts by having up-to-date information on the products
· Gained experience in drawer balancing and financial skills

Continental Cleaners, Parker, CO
Front Clerk/Customer Service Representative, September 2008 - May 2009
· Provided excellent customer service by working to resolve customer complaints, or difficulties, associated with service mishaps
· Developed and fostered relationships between myself, the store, and customers
· Cashier - managing all types of money transactions using the computer system
· Assembled and organized the store and clothing items

Heritage Cleaners, Parker, CO
Store #10 Manager, May 2008 - August 2009

· Responsible for managing two employees
· Communicated with the additional 23 stores within Colorado
· Reported daily store progress, including: money profits, losses, and missing items
· Provided excellent customer service 
· Demonstrated use and care of merchandise and money 
· Responsible for the knowledge and understanding of store operations
· Ascertained customers' needs and recommended merchandise
· Maintained knowledge of current promotions, policies, exchanges, and security practices
· Maintained and organized  records related to sales

Sam’s Club, Aurora, CO
Cashier, October 2007 - December 2007

· Processed customer transactions with all types of payment
· Balanced and managed drawer using the computer program
· Greeted customers
· Ascertained customers' needs and recommended merchandise
· Answered questions regarding the store and its merchandise
· Responsible for knowledge of products, store operations, and policies

Entrust Mortgage, Englewood, CO
Receptionist/File Room Clerk/Data Entry, May 2007 – August 2007

· Reviewed and uploaded paper files into paperless system.
· Associated paperless documents to applicable conditions.   
· Receptionist:  Answered all incoming calls.  Assisted customers to ensure that their calls were routed to the appropriate person or dept.
· Ordered supplies and equipment
· Jr. Processor:  Ordered credit, Flood Certs, Title, Appraisals, Verifications of  Employment and Assets.  




PTF Financial, Englewood, CO
Receptionist/Data Entry, June 2006 – May 2007

· Managed, organized and compiled required data for HMDA Audit. Reviewed and uploaded paper files into paperless system.
· Associated paperless documents to applicable conditions.   
· Receptionist:  Answered all incoming calls.  Assisted customers to ensure that their calls were routed to the appropriate person or dept.
· Ordered supplies and equipment
· Jr. Processor:  Ordered credit, Flood Certs, Title, Appraisals, Verifications of  Employment and Assets.  
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Lakeshore Staffing Agency at Aurora Loan Services, Aurora, CO
Data Entry, February 2003 - July 2003

· Uploaded borrower information into computer system
· Organized files and prepared them for loan processing and underwriting


