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9227 E. Lincoln Ave #200 - 137  Lone Tree, CO  80124                metrowest1_2000@yahoo.com 

SUMMARY OF QUALIFICATIONS AND PROFILE
More than seven years of combined financial services, experience with agreements, pensions, marketing promotions, and management of customer portfolios as well as people and experience in law.  Proven relationship-building skills resulting in excellent customer service in all aspects of escrow closings.  
· Excellent Communication Skills and plan reconciliation’s and allocation’s

· Self Motivation, Enthusiastic Team Player and Management of Client’s Portfolio
· Technically Proficient and Excellent at Customer Relation Skills

· Excellent Customer Service In all Aspects of Escrow Closings
ACHIEVEMENTS AND RELEVANT EXPERIENCE
Relationship Management / Customer Service
· Won two employees of the month awards at two different companies for excellent customer relations.
· Fostered relationships with corporate customer as well as participants cultivating meaningful relationships and managed affinity programs as well as target markets.
· Worked with large market pension customers, was a liaison between merchants and sales staff and also dealt directly with card holders.
· Worked effectively and accurately while satisfying customers and winning customer service awards.
Legal Research / Law Office Computers
· Wrote briefs and did research both in the Library and online while in school at SCF.  While getting my undergraduate degree wrote research papers on economics and other subjects.
· Worked effectively with different law office programs such as Abacus Law and Tabs3 while at SCF, graduating with honors.
· Researched plan documents and worked with excel programs to correct participants accounts.  Also used excel, MSword, access and time management programs. 
· Performed research accurately while using the I.R.C.A. format to write papers, briefs and using LEXISNEXIS to complete citations and research. 
WRITTEN COMMUNICATION / ORAL COMMUNICATION
· Initiated and wrote many letters to clients as well as internal memos interacting with large market plans managing hundreds of millions of dollars.

· Oral communication with plan sponsors, Human Recourse Departments, participants, merchants, card holders, financial consultants, sales people and attorneys.
· Wrote contracts for buyer and sellers alike, called and received payoffs, tax amounts and executed the physical closings.   Also used Power Point presentations.
· Assisted in the closing of many real estate files ordering all needed information as well as reviewing title insurance for accuracy.  Prior to getting my undergraduate degree worked as mortgage officer at a Saving and Loan Originating the file, ordering and reviewing all documents, as well as performing the actual physical escrow closings. 
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Professional Experience
Open Door Ministries - Denver, Co.






2012-Present

Open Door Ministries started 1984 as an outgrowth of Bear Valley Church of Lakewood, Colorado.  Is a large 501C3.   Today Open Door is a diverse organization committed to the urban landscape of Denver.  I help out in the development office
MACYS Financial and Credit Services - Clearwater, FL




2005 – 2007
Customer Service / Accounting / Adjustments / Bookkeeping – 
VIP, Employee of the Month Award 

Performed Accounting, adjustments, bookkeeping while helping out with Customer Service work
Student Lending & Consolidations - Clearwater, FL
  



2004 – 2005
Customer Service / Consolidation / Financial Counselor - 
Responsible for talking to students and counseling them, to consolidate to a lower interest rate
Mortgage Corporation - Clearwater, FL






2003 – 2004

Banking Financial Counselor and Mortgage Customer Service
Consulted with V.A. borrows as how to consolidate first and second loans into a lower rate V.A. loan

Home Real Estate – Denver, CO







2001 – 2002
Real Estate Sales Person -

Sold and listed homes, mainly new construction, reviewed the title, all payoffs attended the closings

EDUCATION
University of Central Florida
B.S.B.A. - Business Administration
Orlando, FL
Graduated 1992

State College of Florida

Paralegal - Advance Certificate

Sarasota, FL
Graduated 2011
SPECIALIZED INSTRUCTION AND TRAINING
Legal Student

State College of Florida



Sarasota, Fl
  2009 – 2011
C.N.A. & C.P.R.

Florida Medical Prep. 



Largo, FL

2008
Computer Classes
Excel I, II, III, Access & MSWord


St. Petersburg, FL
2004

Real Estate License
Real Estate Broker Training 


Colorado & Wisc.  1999, 1982
