Jeannie Martinez
9959 Downing Circle
Thornton, Colorado 80229
(720)999-4557
JeanNicMarti@gmail.com

Objective
Secure a position where I can utilize my knowledge and skills.

Skills
Data Entry				Copying
10-Key					Scanning
Filing					Reception Skills
Articulate and a good listener		19 years of customer service
Access (intermediate)			Outlook
Microsoft Word			Excel (intermediate)
Power Point				Internet Savvy

Employment History

04/2012-Present	Urban Lending Solutions 		Broomfield, Colorado
Urban Lending Solutions	Broomfield, CO

[bookmark: _GoBack]Concierge Associate	November 18th- To present
· Answer inbound calls regarding explanations of escrow payment amounts increasing or decreasing. Confirm receipt of loan modification documents. Process and research payments. Schedule appointments with point of contact handling loan modification process. Document details of conversation and various databases while providing elite customer service. 

Special Projects Advocate	May 6th-November 15th, 2013
· Assign customer relationship manager to loans that are in default. Review the types of loans and assign a specialist accordingly. Research customer relationship managers schedule and assign cases to them accordingly. Quality check co-workers work for errors & correction. 
Customer Advocate in Executive Relations		April 23, 2012 to May 6, 1013
•	Handling escalated customer concerns regarding Loan Modifications, short sales & deed in lieus.
•	Triage for customer complaints
•	Providing superior customer service to all callers
Completed Urban University classes: Mortgage 101, Intro to Mortgage Lending, Loan Products, Data File Integrity and still continuing to take the closing certification program

January 2012- February 2012             Banks School Supply                Thornton, Colorado
Cashier/Receiving
In this position I was responsible for checking in merchandise and entering it into the company database. I also was a back-up cashier, and provided courteous customer service.

March 2005 February-2011	Alpine Access			Denver, Colorado
Customer Care Professional
In this position I took office supply orders for an office supply company. I processed orders, returns, set up accounts, applied payments to accounts, password resets and assisted customers with navigation issues on the company’s website. On a daily basis, I worked with multiple databases and was comfortable in juggling with speaking to customers, while noting their accounts accurately. I offered professional and courteous support while dealing with the clients customers.

09/2001-11/2004	Westaff Temp Agency		Westminster, Colorado
I was sent out on assignment to various clerical positions that ranged anywhere from one day to a year. I performed clerical duties such as reception, office clerk, data entry, filing, making copies, picking up and distributing mail, worked with credit card information and cash handling experience.

03/1998-07/2001	University of Phoenix,		Westminster, Colorado
Admissions Coordinator
Answered phones and routed calls to appropriate party. Entered new student applications & student transcripts into database and prepared student files. Managed student filing system, updated reports for weekly staff meetings and applied tuition fees to student’s accounts.

References available upon request.

Westaff
HR / Employment Verification
(866) 814-4837 x4285
Fax: (586) 685-9774
University of Phoenix
866.766.0766

