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Profile
Highly motivated young professional with experience and education in business, database management, and data entry.
Exceptional work ethic gained from working in high-pressure environments and meeting weekly deadlines. 
Recognized for ability to adapt to heavier workloads and more responsibilities, and for providing clients with a high level of service and communication.

Professional Experience
	Monarch Title, Inc. – McLean, VA


August 2010 – September 2012
Case Opener
Received and reviewed between 60-80 new sales contracts and refinance title requests per week for 3 different branches of the company; inputting pertinent information into TSS TitleExpress database.
Communicated on a daily basis with buyers/sellers, real estate agents, and lenders to attain information needed to start the settlement process.  
Ordered title searches on properties and created files for all transactions before being passed along for processing.
Sent out settlement documents and questionnaires to clients and agents via mail and email.  
Served as backup to front desk receptionist as needed; greeting clients and answering main phone line.  

	George Mason University, University Information – Fairfax, VA


April 2009 – May 2010
Switchboard/Kiosk Operator 
As Switchboard Operator: Operated main university phone line, receiving hundreds of phone calls on a daily basis; answered caller questions regarding university or directed to appropriate personnel; created an Excel template to efficiently track the amount of phone calls received to the switchboard every month.
As Kiosk Operator: Provided timely and accurate information/directions to patrons at an outdoor kiosk on campus.

	George Mason University, University Career Services – Fairfax, VA


May 2008 – September 2008
Student Assistant
Greeted all patrons at front desk and answered incoming phone calls to the office.  
Scheduled appointments for students to meet with counselors; or reserved conference rooms as requested.
Handled technical issues regarding student online accounts.

	[bookmark: _GoBack]ERA Elite Group Realtors – Fairfax, VA


July 2006 – July 2007
Receptionist
Answered and directed heavy volume of incoming phone calls. 
Efficiently sent, received, and distributed faxes and mail.
Completed miscellaneous tasks for agents (mailings, data entry, etc.).
Education
	George Mason University – Fairfax, VA                                                                                         
Graduated – May 2010 

	   Bachelor of Science – Business Management


   Minor – Tourism and Events Management
        Member – The Sigma Chi Fraternity
