KATRINA HENDRIX
____________________________________________________
9440 East Hoffman Way #E205  Thornton, CO  80229| Cell: 1.720.975.7669 |Khendrix71391@gmail.com

CAREER FOCUS
Ability to review complex mortgage account information to make timely and accurate resolution Motivating attitude through written and oral communication, with all levels of personnel. Leadership through coaching new-hire advocates. Ability to quickly review information and retain the necessary facts Maintain multiple tasks under various time-sensitive situations. and complete task within required time limit 5+ years in high pace, customer-driven environments and 3+ years in Mortgage field.


SUMMARY OF SKILLS
· Typing at 65 WPM                                                                           
· Experienced telephone etiquette, positive call control
· Easily able to educate on disclosures and company policies
· Advanced filing and data entry experience  
· Knowledge of REO
· Property preservation knowledge
· Knowledge of all Equal Housing Lending Procedures

PROFESSINAL EXPERINCE

Pine Financial Group: Mortgage Loan Closer/Processor/ Office management (May 2013-November 2013)

· Traveling to borrowers homes, title companies and bank locations to obtain wet signatures for the final closing process of purchases and refinance closes 
· Ability to disclose any requested information at closing table as well as ability to maintain quality production and client satisfaction at closing table. 
· Knowledge of accurately explaining VA and FHA loans, title company documents and lender documents.
· Basic knowledge all final amounts in settlement statements. 
· Dispatching maitnence tech to properties
·  Data entry, filing,updateing website and social media, office management
· Created loan documents and loan application and distributed to clients for wet signatures. 
· Reviewing W2s, LLC operating agreements credit report as well as other financials to qualilify borrower for hard money loan. 

   Urban Lending Solutions: DSCR Customer Advocate (January 2012-March 2013)

· Reviewed borrower hardship letters/ research requests and drafted professional responses with accurate research on behalf of the office of ceo and president of Bank of America Mortgage accounts.
·  Comfortable with daily use of technology and multiple system applications.  
· Able to draft professional letters regarding customer account information, free from errors.  
· Identify and escalate priority issues
· Schedule follow-up conference calls with customer or other lines of business(Attoreneys, Attorney Generals,REO department etc)
· Record details of comments, inquiries, complaints, and actions taken.  
· Meet service level agreement for Bank and customer(s).  
· Maintain basic knowledge of client products and/or services.  
· Requested to complete side needed tasks or projects while maintaining grid with efficiency. 


Dish Network: Account Specialist  (January 2011 -November 2011)

· Met all metrics in tier 5 AHT/QA/FCR/CSAT with a “save-rate” of 95 percent. 
·  Number one agent in sales for the month of October 2011. 
·  My duties included preventing account cancellations by offering credits and rebates.  
· Perfect attendance. 


EDUCATION
· Diploma earned from Skyview High School, specialized in Computer Arts


CERTIFICATION

· Legal Notary Commission exp: May 10, 2017           

