Tina S. Kelley
Greenwood Village, Co  80111
Cell: 949-276-1593 – Email: tkelley91187@yahoo.com
OBJECTIVE

To obtain a Loan Closing position, utilizing over 15 years experience in the lending/finance industry.

PROFESSIONAL PROFILE

[bookmark: _GoBack]Lending Experience
· Audit/verify all closing documents accurately 
· Verify/sign off of all u/w conditions prior to docs/funding 
· Review title report / prelim
· Audit final hud-1 with complete accuracy
· Drawing of loan documents
· Monitor closely of all loans in pipeline 
· Disbursement of funds
· Multi-State knowledge 
· Monitoring of warehouse lines
· Tracking of critical documentation
· Selling of closed loans to investors per their guidelines
· Constant contact with borrowers, title,r.e. agents, loan officers and investors
· Compliance/Licensing responsibilities

Personal Attributes
· Excellent verbal and written communication skills
· Ability to meet guidelines with accuracy
· Excellent customer service skills
· Effective time management skills
· Strong organizational skills and attention to detail
· Multi-tasking & Time management skills a plus

Computer Skills
· MS Office – Word, Outlook, Excel
· Point, Prolender Mtg software, Doc Magic, LSSI, Mortgage Flex

Work History

07/2012 – 04/2013 	Logistics Coordinator             Accustaff    		          	Sparks, NV
03/2012 – 07/2012      Lic. Contract Preparer            Microsoft/Arvado         	Reno, NV
10/2007 – 03/2010      Personal Secretary                  CMT Sheet Metal          	Irvine, CA
06/2005 – 10/2007      Closing Manager                   	Synergy Capital Mtg.     	SJC, CA
11/2004 – 06/2005	Assistant to Vice President	Irvine Funding	     		Irvine, CA
10/2001 – 06/2003	Sr. Funder/Lead		Express Capital Lending	Newport Beach, CA


