Melissa Marquez
10014 Hannibal St. Commerce City, CO. 80022. 720-231-0443


PROFESSIONAL EXPERIENCE: 

LPS ASSET MANAGEMENT SOLUTIONS, INC. February 2008- August 2010
Eviction Specialist 
· Managing foreclosed properties during the eviction process. 
· Liaison between all required parties including attorneys, real estate agents, and various vendors. 
· Provided customer service and ensuring prompt response resolution to all parties. 
· Worked within various systems to ensure that all necessary legal documents are completed and executed within a timely manner. 
BNC Mortgage July 2005 - July 2007
Office Administrator/Opener
· Entered loan data into EMPOWER (loan tracking system). 
· Pulled a Land America Credit report on each borrower. Completed a verification of employment on all borrowers. 
· Liaison between borrowers and loan officers. Provided customer service to 
borrowers to ensure the loan process went as smooth as possible. 
· Distributed loans to Underwriting. Canceled loans and daily maintenance of loans. 
· Office Administrator: answered all incoming calls, coordination of all UPS packages, mail distribution, ordering supplies. 
Guaranty Bank & Trust Company August 2001 - March 2005
Research, Maintenance, & Customer Service Representative
· Research - responsible for all subpoenas including grand jury subpoenas. Managed all checks and statements i.e. copying, filing and researching. 
· Maintenance - responsible for all maintenance: input, balance file, certificate of deposit, relationship, analysis code, and analysis fees. Also stop or holds. 
· Customer Service - responsible for all incoming calls, switchboard operator. Assisted with incoming customer service calls. Answered any questions clients had regarding their banking accounts.
· Transferred funds between accounts, balanced checkbooks, closed accounts, certificate of deposits, online posting, excessive transactions (Reg D), stop payments (Reg C), holds, balancing of general ledger, balancing cashier checks, lock-box, automatic clearing house (ACH), check verification, input miscellaneous refunds and waive reports, dormant reports. 
Westin Westminster February 2001 - June 2001
Front Desk/Customer Service Agent: 
· Responsible for all incoming calls, assisted with check-in/check-outs, room service, mail, Federal Express, UPS, and faxes. 
Provided customer service to ensure guests were satisfied with their stay at the Westin. 

COMPUTER/CLERICAL SKILLS: 
Microsoft Word, Excel, and Outlook. Adobe Acrobat. Fax and Copy Equipment, Type 60 wpm 
EDUCATION:  2 years Bible College; Greeley Masters Commission 
