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OBJECTIVE
Seeking an opportunity that will allow me to utilize the skills and knowledge I have obtained throughout my career and personal experiences.

WORK EXPERIENCE
Wells Fargo Home Mortgage  -  Eagan, MN  -  11/2006-Present
Loan Servicing Specialist
Mortgage products servicing, document management, maintain service level agreements with clients, production tracking, prep work, sorting, strong attention to detail, document management, prep packages for processing, auditing, imaging, indexing, data entry, receive & endorse mortgage notes, utilize Loan Processing System (LPS), extreme attention to detail & quality of work to ensure proper appropriation when wiring funds to clients, ability to sit and work on a computer for extended time period, ability to stand for extended period of time while performing copy machine duties, team building and camaraderie development, co-worker recognition, analyze workflows and pro-actively provide ideas to enhance processes, meet production quota with deadline driven goals, flexibility in regard to overtime and helping alternate departments as needed, constructively provide feedback, strong adaptability to change, ability to learn new duties in a timely manner, actively participate in ad hoc special projects and new process prototyping.

CEVA Logistics  -  Eagan, MN  -  09/2005-Present
Domestic Specialist
Entrusted with responsibility of payment distribution to agents for services provided, document proof of delivery (POD) for deliveries made by agents, manage scheduling of deliveries, shipment coordination and tracking, maintain continuous communications with customers via phone and/or email, work the Over Short & Damage (OS&D) freight, utilize AS400 software program.

Wendy’s International, LLC  -  Arvada, CO  -  04/2000-09/2002
Shift Manager
Process orders in-shop and drive through, ensure product quality, strive to attain customer loyalty, excellence in customer service, maintain service time goals, monitor and manage store cash flow, prepare till, prepare and deliver bank deposits, store openings and closings, ability to stand for long periods, ability to forfeit breaks should business volume demand such, cover shifts as needed at short notice, manage employees, work weekends and holidays, food safety preparation, store cleanliness, inventory control, product ordering, marketing, couponing door to door to establish new customers and retain loyal customers.

EDUCATION
Ranum High school  -  General Studies  -  Denver, CO
Front Range Community College  -  General Studies  -  Westminster, CO

SKILLS & PROFICIENCIES
MS Office (Excel, Outlook, Word, PowerPoint & Access), 10 key typing, bi-lingual (Hmong & English), problem solving, planning, scheduling, prioritization, punctual, reliable, dependable, customer service excellence, adaptability, agent of change, creation & tutelage of work instructions, motivator, multi-tasking, team building, goal oriented (setting & achieving), personable, sociable, LEAN cognizant, capable of multi-tasking between multiple computers (with multiple programs) in-conjunction with physical work in a busy deadline oriented work environment, consistent proven ability to lead myself in order to lead by example.
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