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To Whom It May Concern:

I live in Milliken and have lived in the Front Range area for nineteen years.  I am currently working part time after a brief period of being unemployed.   I would like to explain the reasons for the three and a half years I was not working.  First, I was laid off due to the real estate market crash and was unable to secure employment.  Secondly, I stayed home to provide care to my terminally ill mother who passed away in 2008.     

 I have eleven years of office experience in several title escrow offices.  I’ve held positions as Administrative Assistant, Receptionist and Customer Service.  I have general office skills which include data entry, clerical and answering phones.  I have computer skills which include Microsoft Word, Excel and use of the Internet.  I also have experience in supervision of staff.   

When I was employed at Heritage Title Company I was promoted to refinance closer within two years of employment, which made me responsible of making sure files were ready for closing.  I was also responsible of making sure that the escrow processor completed tasks necessary for the closing of the escrow files. 

I would like you to thank you in advance for reviewing my resume and would like the opportunity to meet with you to review my skills and to discuss how I would be beneficial to your company.   Please feel free to contact me if you have any question.   Thank you. 

Respectfully, 





Sandra Mongello
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EXPERIENCE:
           North American Title Company   May 2012 to April 2013
Duties Included:  Setting up files for Processing and Closing.  Responsible for O&E Reports.  Cleaning out files after Escrow Closing.  Deposits of incoming funds.  Responsible for answering phones.  Typing up Title Commitments and final title Polices and Processing files for escrow closings


Colorado Escrow and Title, 520 Main Street, Longmont, CO.  80501 - May 2011 to Present
Duties Included:  Setting up files for Processing and Closing.  Responsible for O&E Reports.  Cleaning out files after Escrow Closing.  Deposits of incoming funds.  Responsible for answering phones.  Typing up Title Commitments and final title Polices and Processing files for escrow closings

LandAmerica Title, 3120 Pearl St. Boulder, CO.  80301 – September 2006 to October 2007
Duties Included:  Closing and processing of escrow files.  Title searches.  Data entry.  Responsible for all aspects in closing of real estate transactions.  Responsible for answering phones.  Experience with10 key.  Type 50 words a minute.  Use of scanner and all types of copying, faxing, and mailing machines.  Filing and recording documents with state software.  Gathering payoff information, Preparing final closing bills. Presenting final documents for finalization with clients and O&E Reports.

First American Heritage Title Company, 3100 Arapahoe Ave.  Boulder, CO.   80303 – April 1997 to August 2006
Duties Included:  Closing and processing of escrow files.  Title searches.  Data entry.  Responsible for all aspects in the closing of real estate transactions.  Responsible for answering phones.  Experience with 10 key.  Type 50 words a minute.  Used of scanner, all types of copy, faxing and mailing machines.  Filing and recording documents with state software.  Gathering payoff information, final closing of bills.  Present documents for finalization with clients.  Researched all county and state records needed including plat records.  Provided customer service and responsible for O&E Reports



EDUCATION:

Graduated from Moreno Valley High School in 1988
Earned my certificate for Certified Nursing Assistant 1996
Earned certificate for Title Services 1998
Computer Skills include Microsoft Word, Excel and use of the Internet. 


References: Jill Mann  970-493-3051  Vice President in Northern Colorado 
       

                     Beth Allbrooks 970-282-8800  North American Title Company
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REFERENCES: 

EMPLOYMENT REFERENCES:

Jill Mann, Vice President 
First American Heritage Tile Company
970-493-3051	

Denise Stewart, TITLE 
Land America Title
303-442-9243

Tanya Martinez
Colorado Escrow and Title
303-678-8500




PERSONAL REFERENCES:

Donna Lovato, Executive Director
Inn Between of Longmont, Inc. 
303-684-0810



