NANCY L. NADEAU
2000 W. 92nd AVENUE #625
FEDERAL HEIGHTS, COLORADO 80260
HOME (303) 457-0644

OBJECTIVE

My career objective is to find a challenging, long term position utilizing my strong secretarial, clerical and data entry skills.

SKILLS:									SKILLS:
									
	CLERICAL							COMPUTER LITERATE
	CUSTOMER SERVICE 						CUSTOMER SERVICE
	DATA ENTRY							INTERNET
	FILING								MACINTOSH
	INVENTORY CONTROL						EXCEL
	MAIL DISTRIBUTION						MAIL SORTING
	MS OUTLOOK							MS WORD
	MULTILINE PHONES						OFFICE MACHINES
	ORDERING SUPPLIES						RECEPTIONIST
	PROOFREADING						SHIPPING
	RECEIVING							TRAINING
	SCANNING	
	STOCKING

SUMMARY OF QUALIFICATIONS

Ability to pass  background  check.

EMPLOYMENT HISTORY:

[bookmark: _GoBack]Receptionist                                   Williams  Title Insurance               Glendale, CO                    2012 – 4/16/12

Current duties are to answer multi-phone lines. Open and distribute the mail.  Greet clients for   the closings. Type and print policies and get them ready to mail. Also upload the policies.   

Deed Coordinator		Fidelity Investments 		Westminster, CO	2008 – 2011
				n/k/a  Lender  Processing  Services

Current duties were to print the deeds out of 2 different computer program systems and prepare them for the deed techs. This was an all day process.
Contacted companies and follow up with them about receiving deed packages, inquiring as to why it is late and note the updates on each computer system. I did escrow hold back reports. This was done on both computer systems, Saxon and Alititude.
Scanned deeds and uploaded the information into the correct system, either Altitude, Resnet or Equator.
Processed  all UPS on the deed s that are scanned and uploaded.

Title Assistant			Land America		Greenwood Village, CO		1997 – 2008

	Typed  title commitments and policies for this title insurance company. 
Also worked as a receptionist  in addition to my entering necessary information into the computer  to print out the commitments and policies. 
Answered phones, filed, opened and distributed mail.
Greeted clients.
Ordered supplies for the office and kitchen.
Completed any other tasks that were designated to me.

Security Specialist	Rocky Flats-Wackenhut Services		Broomfield, CO		1991-1997

	Maintained the personnel records for the Department of Energy/Rocky Flats  during this time.
	Maintained internal security files, which were separate from  the personnel  files.
	Processed the access authorization requests for visitors to the site as well as new hires.

QUALIFICATIONS

Education

Northglenn High School
Northglenn, CO

Have a high school diploma.

			
