Danielle Novak

1130 29th street #200
Denver CO 80205
 Cell (707)372-5820

Email: Dancerdan09@gmail.com
OBJECTIVE

Seeking a loan processor position where I can utilize skills and where I can contribute to the goals of the organization.  Skilled in MS Office.  Excellent communication skills and strong attention to detail.
EMPLOYMENT

2012 to Present: loan processor/SME (system matter expert)—Urban lending solution (Intellisource)
Prepare mortgage loan file by reviewing loan application. Create, review  and update checklists and Identify mortgage loan application and documentation problems by reviewing documents for completeness; notify mortgage loan underwriter with further instructions ( i.e. needing new/complete documents, 100% complete application or needing to decline. 
2010 to 2012: Administrative Assistant –Six Flags/ Corporate

Administrative and office support activities for multiple supervisors. Field telephone calls, receive and direct visitors, word processing and maintaining office calendar, opening, sorting and distribute mail/faxes, sign for and distribute UPS/FedEx. Deciding on donation requests and replying. 

20011 to 2012: Lead of Admissions 

Supervise groups of ten to thirty employees while managing time and break scheduling.  Assist Team Members in completion of their job and of scheduling documentation.  Additional responsibilities consist of mediation of employee/guest relations and /or incidents.

2009 to 2011:  Sales associate – Pier 1

Sales and cash handling, customer service and returns, data input, stocking shelves, designing displays and setting up, along with closing duties.

2005 to 2009:  Team leader—YMCA Urban Core

In charge of literacy lab and instructed reading and learning activities. Created schedules and lesson plans for various activities along with creating and instructing a dance program and performance.

EDUCATION

2004- 2009 
San Francisco State University – San Francisco, CA 

SKILLS AND ACCOMPLISHMENTS

Bachelor’s Degree with a 3.2 GPA

