Linda Larche’
1441 Pennsylvania Street, #9
Denver, CO 80203
Phone: 720-256-5488/Email:  Linda_larche@yahoo.com

OBJECTIVE:  
To obtain a position where I can use my experience and skills to help an employer achieve success.
SUM MARY OF QUALIFICATIONS:
· Ability to execute multiple tasks and projects
· Skilled in administrative and office procedures
· Competent with computers and numerous software applications
· Excellent organization skills
· Dependable, loyal, discreet, trustworthy, innovative team player who can work independently
or as part of a team
PROFESSIONAL EXPERIENCE:
Administrative Assistant/Escrow Coordinator
1993 to 2012 Coldwell Banker Vinson Chase, Realtor, Modesto, CA

As an Administrative Assistant and Escrow Coordinator, I performed the following responsibilities:
· Set up and maintained listing and escrow files through close of escrow
· Ordered all required inspections for close of escrow
· Ensured all parties of escrow transaction received required inspection reports and documents
· Ensured all terms of contract were met
· Computed realtors’ commissions at close of escrow
· Trained agents on the SureClose Coordinating program
· Followed up on incoming and outgoing referrals
· Composed letters and memos to clients, lenders, and title companies
· Transcribed dictation from tapes 
· Took minutes of meetings
· Managed newspaper, magazine, and internet advertising
· Verified expenditures on invoices to ensure they were correct
· Balanced escrow reports at end of month
· Programmed, maintained, and answered multiline telephone system
· Filed
· Re-organized and helped compose the office manual
Executive Administrative Assistant
Richard C. Sinclaire, Esq., Modesto, CA
1991-1993



Executive Administrative Assistant
WestPac Pacific Foods, Modesto, CA
1990-1991

Executive Administrative Assistant
Pacific Gas and Electric Company, San Francisco, CA
1983-1990

EDUCATION:
· IIAP Level III Secretarial Correspondence Course  
· Western Nevada Community College, Carson City, Nevada
Bookkeeping 1 
· Licensed Real Estate Agent, California
SKILLS
· Computer programs  Microsoft Office 2007: Word, Excel, PowerPoint & Outlook
· Crest EDG, Pro Gold, Sure Close
· Transcription, 10-key, fax, copier, scanner, postage, folding, and binding machines













