Michelle Setina

Commerce City, CO
michellesetina@gmail.com - (720) 980-9110
Obtain a position that allows me to apply creative problem solving, exceptional customer service and management skills while continuing to build client relations and company knowledge. Ideally this position would allow room for growth on a personal and business level with attainable goals.
Key Skills/ Software
Office Management Report & Document Preparation Records Management
Client Relations and Support Spreadsheet & Database Creation Meeting & Event Planning
Teambuilding Accounts Payable/Receivable Inventory Management
Staff Development & Training Federal Clearance Associate Broker (Inactive)
Proficiency in Microsoft Office Excel Mortgage Serve
Use of Plotter Machines SQL Project Management
Field Scape Bluebeam Bid Tracer
EContracts MLS Database
Authorized to work in the US for any employer
WORK EXPERIENCE
Project Coordinator for Estimating, Design Build and Marketing
Murphy Company - 2015 - 2017
Assist the estimating team with plotting drawings, scanning and prequalification’s, including interview and presentation material
Update and track licensing for the company in all city and county jurisdictions
Compile and submit prequalification for the company t o various general contractors and owners
Assist in marketing for the company, create/design new resume format/ marketing material for advertising in industry related material and recruiting events.
Associate Broker
Flat Rate Real Estate - Thornton, CO - 2015 - 2017
Personal marketing including social media, flyers and other marketing materials
Use of eContrats and ReColorado
Helping various clients with home valuation, as well as the purchase and selling of homes
Project Assistant
Roth Staffing - 2014 - 2015
Interview/ hire and maintain Sub Contractors t o fit company needs
Supervise projects including budgets, vendors, sub-contractors, and client expectations and communications
Maintain work load of 3 states and 15-25 jobs at any given time
Manage all invoicing, work orders, scopes of work and payables pertaining to each job assigned




Property Maintenance Specialist
Sigma Construction - 2013 - 2014
Maintained and audited inspections daily for HUD compliance
Worked with contractors for methamphetamine testing, remediation a nd clearance in several states including Colorado.
Communicated directly with HUD, Real Estate Brokers, A gents, Contractors and Field offices.
Processed work orders, updated clients, and maintained files through Yardi and Homes.
Advanced Property Preservation Specialist
Lender Processing Services - Westminster, CO - 2011 - 2013
Advanced Property Preservation Services
Processed using Lenstar, FieldScape, FISERV, MSP and Mortgage Serve to update clients and contractors with work done and work needing to be completed
Communicated directly with the mortgage company, contractors, violations departments, realtors and lawyers in different states.
Reviewed loans and work orders to assure the client that the property would be maintained and maintain market value
Construct daily reports to ensure accurate turn time and quality to clients and team members Create and manage client reports
Built client and team relations through direct contact, email, and phone
[bookmark: _GoBack]Foreclosur Home Purchase/Sales/Remodel C and D Holdings, LLC - Centennial, CO - 2011 - 2011 to 2011
Foreclosure Purchase/Home Sale and Remodel
Worked with investors on the purchase and sale of homes including profit margin for sales/rentals
Assisted in the construction/ build/ remodel and clean up on purchases
Attended inspections and worked directly with contractors and vendors Managed office tasks and assisted in the budget on each project Advertised/ leased and reviewed tenants for rental properties
Foreclosure Sales
CMS Holdings - 2009 - 2010
Work directly with attorneys to provide documents and signatures.
Communicate with Public Trustees on status of Sales/ Postponements/ and Resolve Issues for Client Questions with Public
Assistant Property Manager Market Place Realty - 2007 - 2009 of 350 Single Family Homes
Write/ Sign Contracts and Leases for Rentals
Ran Advertising and Marketing for Owners and Properties
Updated Owners with Rental Income, Expenses, Checks and Balances
Complied with City Regulations including Water Liens, Citations for Landscaping and followed up with County Sherriff to ensure prompt response.
Assisted in Cure and Redemptions for Owners in Foreclosure providing alternative options with their Mortgage Company, Quit
Claim Deeds and Short Sale
Coordinate maintenance and repair with vendors as well as our maintenance team

