
michelle reeder
2835 S. Delaware St., Englewood, CO 80110

Phone: 720-746-8301, yasminarose@comcast.net
	objective

	
	I am seeking a position in a company that values its customers and its employees with an environment that is encoraging and positive.  The position will have some growth potential and will help employees achieve their career goals.

	qualities

I am an organized individual with a positive attitude, friendly, highly motivated and detail-oriented with multi-tasking capabilities and a willingness to work together either as a team or individually.  I am professional and career minded and I work well under pressure and with time deadlines within a facepaced high stress environment.  I possess a need to learn new skills. 

	Experience

	
	October 2011 -- Present  American Financing Corporation   Aurora, CO

Funder/Closer/Post Closer
· Look at incoming signed documents and checking them for quality

· Balancing the HUD-1 and other programs to ensure accurate funding 
· Review HUD-1 and GFEs for accuracy and compliance

· Ordering the wire from warehouse banks through propietary systems

· Send out original notes to warehouse banks and to investors

· Review title commitment, appraisal, tax certificate, approval and other documents prior to loan closing
· Create closing package for client signatures

· Work alongside settlement company to ensure smooth closing and funding of loans

· Scan incoming documents and index them accordingly

· Assist post closing/shipping department in quality control protocols

· Assist post closing/shipping in obtaining additional needed documentation

· Assist in other departments as the need arises

· Knowledge of Conventional, FHA, VA and CHFA loan programs
January 2008 – March 2010  Schuff Steel Management Company  Greenwood Village, CO

Document Control

· Contact detailers to get status on incoming drawings.

· Contact contractors to get status on returned drawings.
· Stamp incoming blueprints as received.

· Scan into computer all incoming blueprints (drawings)

· Organize drawings on company server.

· Make copies as needed to send out to contractors for approval.

· Download blueprints from FTP sites for estimators, print out drawings and distribute.

· Upload blueprints onto FTP site.

· Burn drawings onto CDs for distribution and archiving.

· Organize and keep track of when drawings are expected and when they should be returned.



	
	August 2005 - August 2007  First Magnus Financial Corp.  
  Highlands Ranch, CO
Closer/Funder/Post Closer
· Audit loan to comply with state and federal regulations.
· Closed conventional, FHA, VA and CHFA loans.

· Verify that all documents are accurate and that correct fees have been added.
· Make sure that all stipulations from Underwriting and Processing have been met, take appropriate steps to complete.
· Input loan information into Loan Tracker and prepare settlement documents.

· On day of funding, make sure all information is accurate and order the wire.
· Coordinate with title companies and branches to get all stipulations clear prior to funding.
· Receive and review settlement package after loan closes for mistakes or discrepancies, give funding authorization to title.
· Contact title, branches, and borrowers to get post closing items after file has shipped to corporate and per investors’ requirements.
· Help scan loans into Loan Tracker and get shipped to corporate in timely manner.
· Send collateral files to warehouse banks.


	
	July 2004 – August 2005      Equity One, Inc.
     Greenwood Village, CO

Closer/Team Leader/Post Closer

· Audit loan to comply with state and federal regulations.

· Verify that all documents are accurate and that correct fees have been added.

· Make sure that all stipulations from Underwriting and Processing have been met, take appropriate steps to complete.

· Input loan information into MortgageWare and prepare settlement documents.

· Submit accurate wire instructions to corporate office in a timely manner.

· Coordinate with title companies and branches to get all stipulations clear prior to funding.

· Receive and review settlement package after loan closes for mistakes or discrepancies, give funding authorization to title.

· Receive files from processing and distribute to closers in a fair and timely manner.

· Coordinate with manager and corporate to get loans copied and shipped to corporate office for further auditing.

	
	July 2002 - November 2003     Centex Home Equity
Lakewood, CO

Set Up Processor

· Created and mailed Truth in Lending Packages (RESPAS) to borrowers.

· Processed turn downs and withdrawals.

· Assist processor by ordering title commitment, payoff statements, flood certification, home owners insurance, appraisals, employment verification and tax certificates.

· Worked with loan officers verifying loan information, product and that all items needed were in file before sending to underwriting.

· Other duties included ordering office supplies, filing, and other general office duties.

	
	October 2001 - April 2002      Oppenheimer Funds
Englewood, CO

Transfer Agent

· Answer incoming calls from both shareholders and account executives.

· Answer questions in regards to mutual funds, taxes and IRA’s.

· Transferred shareholders money from one fund to another or cash out.

· Received Series 6 license.

	
	January 2000 - December 2000   Ducker, Montgomery & Lewis, P.C.   
Denver, CO

Receptionist/File Clerk

· Answer phones, greet clients, organize schedule for conference room, make photocopies, order supplies, itemize bills, deposits, faxes, and petty cash.

· Organize and file pleadings and other documentation.

· Organize and insert library updates.

· Microsoft Word, Excel, Outlook and other general office duties.

	Education

	
	2008-Present      Metropolitan State College of Denver

· B.A. in Cultural Anthropology and Women's Studies with a 3.31GPA
1996-1996
Littleton Academy of Hair Design


· State license for Nail Technician.

1988-1992
Englewood High School


· High school diploma.


	References

	
	· Jennifer Hatch 303-346-0599 – Supervisor/Co-Worker– First Magnus/Equity One
· Svetlana Pagano 303-710-5685 – Co-worker – Schuff Steel/Equity One
· Glen Simon 303-818-1805 – Project Manager – Schuff Steel

· Kent Peterson 303-884-8316 – Estimator – Schuff Steel

· Leora Ruzin 720-272-6171 -- Manager -- American Financing Corporation

· Jennifer Bang 303-587-4377 -- Co-worker -- American Financing Corporation
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