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Objective
My goal is to work part time in an operations position where I can utilize my project/office management experience, excellent communication, and organizational skills.   
Experience
First American REO Servicing (Matrix Asset Management)	1999-2004
Office Manager (1999-2000)

Answered all inbound calls, incoming/outgoing mail, and scheduled travel arrangements for the President of the company.
Coordinated office activities and provided support to office personnel
Maintained and managed all supplies
Data entry

Asset Manager (2000-2004)

 Maintained a portfolio of 200+ residential properties 
Primary client contact and ultimate accountability for overall performance of assigned portfolio.
Assign, monitor and direct eviction action on all occupied assets.  Coordinate cash for keys, early move-out and any other resolutions with Realtor, Attorney and Occupant(s).
Review, identify and resolve title issues.
Review all forms of Asset Valuation (BPO, Appraisal, etc..) and determine Reconciled Market Value.
Review R&I bid(s) and prepare ROI analysis to determine ‘Repaired’ vs. ‘As Is’ sales strategy.
Prepare REO Marketing Plan and Recommended Marketing Strategy for client approval.
Review agent status reports and update marketing strategy every 30 days.  Prepare and recommend list price reductions as needed.
Negotiate all offers (highest and best) to client-delegated authority.
Review Purchase and Sale agreements to ensure terms are defined as negotiated.  ie… Price, Concessions, Deposits, Closing Time, Financing Terms, Execution of Addendum(s), etc…
Ensure proper execution of all closing documents, review and approve Hud-1’s, track proceeds and management fees to ensure Client and First AM receipt. 
Responsible for AMS data integrity.  Maintain accurate asset status and detailed notes on assigned portfolio.
Provide support and assistance to entire client assigned team
Responsibilities included working with real estate agents, real estate appraisers, general contractors, title companies and real estate attorneys to ensure properties closed as scheduled
KWHD Chanel 53 ( A LeSEA Broadcasting Station)	1996-1998
Office Manager/ Traffic Manager
Answering all incoming calls
General office duties including; sending faxes, making copies, ordering office supplies
Responsible for all aspects of traffic management for one television station, monthly reporting, and meeting tight deadlines
Work with programming and production to maintain quality scheduling
Managed weekly scheduling of syndicated television programs for on-air operations
Responsible for annual reporting of the Nielson ratings
Helped coordinate special events

Education
· University of the Incarnate Word	1991-1992
	General Studies
· Littleton High School	1988-1991
Member of the Society of Distinguished American High School Students
[bookmark: _GoBack]Office Skills/ Computer Skills
 Telephone/front desk reception, customer service, filing, database and records management, executive and administration support, data entry, Word, Excel, Outlook, Windows Vista/XP
References
· Ken Blevins - President & CEO PMH Financial
Office (303) 467-8001, Mobile (720) 255-7242

· Michanda Lindsay - Personal
(303) 250-1113
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