Jennifer Pearson
1830 Gaylord St #204
Denver, CO 80206
(303) 915-4454
Jpearson16264@hotmail.com

Ascent Services Group                                                                           Denver, CO July 2009-Present
· Recruiter:  Responsibilities include: locating, sourcing and placing candidates for Fortune 1000 clients in a consulting capacity.
· Recruited and placed Director level roles.
· Work directly with account managers, hiring managers and HR from candidate identification to placement
· Proactively, recruit for 10 primary accounts at Ascent.
· Executive Assistant:  Responsibilities included: coordinating and scheduling meetings of key decision makers across multiple time zones, making travel arrangements, coordinating networking events, scheduling interviews.
· Inside Sale Analyst:  Responsibilities included: act as main point of contact for suppliers, clients, and contractors for key accounts.  
· Responsible for database conversion.  Which included, everything from cleaning up and managing the old database to implementation of the new database.
· Roll out of training of the Bond database.
· 2010 received an award for the roll out and implementation of the database.
· Service Delivery Manager:  Responsibilities included: act as main point of contact for consultants working on assignment for key accounts, on-board and off-board consultants, manage timesheets, reporting functions.  
· Was the main point of contact for over 100 contractors.
· On boarded 200 contractors
· Worked with 10 primary accounts.

Various temporary roles while looking for work for full time work:
 Equity Title  								May 2009  -  July 2009
Research Specialist 
· Responsibilities included: research of property titles, both commercial and residential, for clients for purchase, refinance and foreclosure.
Impact Sales & Marketing                                                                       February 2009-April 2009
Marketing Associate
· Responsibilities included: new business development, client presentations, networking and marketing events.
Que Bueno/Bart de Lorenzo Productions                  Westminster, CO May 2008-August 2008
Personal Assistant
· Responsibilities included: scheduling meetings and interviews, research, implementation of processes and ideas
Events/Marketing Coordinator
· Responsibilities included: coordination of public and private events, research, scheduling, transportation, logistical arrangements

Aurora Loan Services                                             Englewood, CO September 2002-February 2008
· Mortgage Specialist II: Responsibilities included: underwriting of mortgage loans both manually and through Desktop Underwriter, review of appraisals and credit for approval
· Underwrote minimum of 7 loans per day
· Jr Underwriter
·  Responsibilities included: review and decision conditions for underwriting approval, contact and coordinate for missing conditions, SSN and fraud verifications
· Post Purchase Adjustment Specialist
· Responsibilities included: review of closed loans as part of the mortgage portfolio for errors, adjustments or modifications
· Correspondent Loan Purchase Reviewer
· Responsibilities included: review of closed loans from correspondent lenders in all 50 states for purchase, verifying necessary and specific documentation to meet state and federal lending requirements, collaboration on training documentation
· Loan Set Up Lead
· Responsibilities included: managing a team to input all loans received for underwriting or purchase on a daily basis, travel to new locations to train and set up the department, collaboration on training documentation
Rocky Mountain Auto Leasing, LLC                                       Denver, CO January 1998-June 2002
· Customer Service
· Responsibilities included: interacting with customers on a daily basis to provide them with car rental services including pickup, reservations and return at DIA and other locations
· Human Resources
· Responsibilities included: on-boarding paperwork for new hires, reference checks, benefits
· Accounts Receivable
· Responsibilities included: balancing invoices due, monies received, deposits, processing of accounts
· Marketing
· Responsibilities included: coordinating events, promotions, representing the company at marketing functions
· Auto Leasing/Title Specialist
· Responsibilities included: coordinating titles for auction, purchase, trade-in


Proficiencies: MS Office 2003, 2007, Excel, Outlook, PowerPoint, Mas 90, Desktop Underwriter, Various mortgage software, internet, Bullhorn, Bond/Adapt

REFERENCES AVAILABLE UPON REQUEST
