ANASTACIA M. SLATKAVITZ
2203 Truda Drive
Northglenn, CO 80233
720.391.1192
anastacia827@gmail.com


OBJECTIVE:

To find employment with a company willing to provide growth and support for an employee with motivation and willingness to learn.


EDUCATION:

1998-2001
Bear Creek High School
Lakewood, CO
General Education

2002
Warren Technology
Lakewood, CO
GED
[bookmark: _GoBack]

EMPLOYMENT:

National 1 Source
01/2012-07/2012
Centennial, CO
Closing Coordinator/Scheduler/Escrow Assistant

Scheduling, Data Entry, Filing, Word, Excel, Soft Pro, Intern and Internet, UPS, Go through Signed Loan Documents,  Send Signed Loan Documents via UPS to the Lender,  Scanning, Requesting Invoices, Answer Phones, Clear Funding Conditions, Follow up on Scheduled Appointments



Fist Meridian Services-Caribou Coffee
09/2007-07/2010
Denver International Airport, Denver CO
Manager/Barista

Manager, Data Entry, Placing Orders, Access to storage for supplies, Register, Daily Deposits, Aloha Manager System, Customer Service,  Barista, Cleaning and Scheduling


Dillards
11/2006-02/2007
Flatirons Crossing Mall, Broomfield CO
Sales Associate

Customer Service, Register, Deposits, Dress Model Displays


LandMark Escrow & Title
02/2006-10/2006
Greenwood Village, CO
Escrow Assistant

Data Entry, Filing, Scheduling, Processing Files, Calling on Taxes, Ordering Payoffs, UPS & FedEx, Clearing Title Issues, Customer Service, Copying, Word, Excel, Intern & Internet, Answering Phones, Cutting Checks, Ramquest, Deposits, Office Errands, Outlook, Clean Outs, Sending Files via UPS or FedEx to the Lender


Fist American Heritage Title Company
05/2003-05/2006
Cherry Creek, CO
Escrow Assistant

Data Entry, Customer Service, Answering Phones, Scheduling, Filing, Copying,  Intern & Internet, Office Errands, Deposits, Cutting Checks, Processing Files, Word, Excel, Email Communication, Clean Outs, UPS or FedEx Files to the Lender, First Data, Gators, EDC, Ordering Payoffs, Calling on Taxes, Order Office Supplies


Austin Motors, Inc.
01/1999-04/2003
Englewood, CO
Secretary


Data Entry, A/P, A/R, Cutting Checks, Payroll, Filing, Copying, Receptionist, Scheduling, Word, Excel, Cutting Checks, Email, Invoices, Order Parts, Checkbook Reconciliation, Customer Service, Office Errands, Daily Deposits of Income


STRENGTHS:

Detail oriented, analytical, patient, good with numbers, open to new venues, learner, high achiever, multi tasked, and level headed.



