	
	



Jasmin Tapia

5335 S. Valentia Way, Apt. 392 Greenwood Village, CO 80111
T: 720-466-9536 E: j.barrosotapia@gmail.com
Summary


An effective self-starter who is an active involved team member. Possess strong commitment to team environment with the ability to contribute proficient leadership directives. Solid bilingual communication, problem solving, and analytical skills. 
Experience

Loan Documentation Specialist
April 2008 – Present

Cobiz Financial – Denver, CO

· Review credit approvals for sufficient lending authority.

· Responsible for preparing LaserPro/LawyerPro loan documentation (including but not limited to: Promissory Notes, Security/Pledge Agreements, Deed of Trust and other supporting collateral documentation) for a variety of loan types (i.e. consumer, commercial, construction, SBA, etc.)
· Examine Loan Documentation Request forms to determine/request –obligatory information and any back up documentation in order to perfect the bank’s interest.

· Ensure that all documentation is prepared in compliance with all applicable federal, state, and local laws, as well as Bank policies and procedures.

· Communicate articulately over the phone/email with lenders and administrative assistants.

· Audit existing collateral files to ensure that previous documentation is consistent and the bank’s lien is perfected. This encumbers, but is not limited to: verification of Good Standing, Property Taxes, Resolution(s) with authorized signers, Pre/Post lien searches, liens filed on recordable collateral documents, terms and conditions of the Promissory Note, insurance verification, title commitments/policies (endorsements, vesting, requirements), O & E’s, Subordinations along with supporting documentation, etc.

· Complete computer based compliance testing to include but not limited to CRA, Fact Act, Flood Disaster, Protection, OFAC, HOEPA, RESPA, HMDA, Reg. O, and Reg. U.

Member Service Representative
November 2007 – April 2008
Foothills Credit Union – Lakewood, CO

· Respond to general telephone customer service inquiries and assist members with branch online products (i.e. payroll deduction/direct deposits, account transfers/balances, Call-24/CUD online, Credit Union website password reset, etc.).

· Use good judgment when verifying confidential information and dealing with sensitive account issues. Maintain confidentiality of member information.

· Respond directly to member complains/questions and field them appropriately.

· Open and close member accounts, verify members on Chex Systems.

· Process changes on member accounts such as address changes, adding and removing signers, and other maintenance requests.

· Place check order, prepare counter checks, and order debit/visa cards.

· Process stop payment requests.

· Transmit/send positive balances, post transactions, return checks and apply fees to accounts. 

· Balance branch ATM machine.

· Review daily risk reports for suspicious activity and contact members when wariness of unusual transactions are detected to avoid fraudulent activity.

· Review negative balance accounts and set up payment arrangements and follow up on a weekly/monthly basis.

· Back up teller line when needed and balance cash drawer.

Commercial/Consumer Loan Administration Specialist
August 2005 – November 2007

The Foothills Bank – Yuma, AZ

· Answer phones and carry out exceptional customer service with account inquiries.

· Use good judgment when verifying confidential information and dealing with sensitive account issues. 
· Maintain good communication with commercial and consumer lenders. 
· Review LaserPro documentation and audit existing collateral files to ensure accuracy and that bank’s lien has been/will be perfected. 
· Board (book) New/Change in Terms. 

· Pull and review UCC lien searches, Flood Determinations, Property taxes, Credit Reports (Consumer Loans), Good Standings, Title Commitments, O & E’s, etc., and file UCC/Deeds/Assignments with state or county agencies. 
· Input daily block entries, and correct non-post loan transactions. Review general ledger accounts for balancing and errors.

· Review/clear tickler reports and follow up with customers, title and insurance agencies for updated documentation. 

· Receive and apply participation payments, and advances/wires. Research payment discrepancies for customers. Process loan charge offs, and reinstated principal payments.
· Prepare loan payoff requests.

· Prepare Release of Deed of Trust(s), Assignment of Rents, Partial Deed Releases, UCC Terminations, etc.
· Maintain commercial and consumer loan files structured and organized. Filing customer correspondence on a weekly basis.
· Notarize internal and customer documents and assist with Kelley Blue Book searches.
AAA Emergency Roadside Service/Cashier


January 2003 – July 2005

Accurate Automotive Attention – Yuma, AZ

· Answer a 12-line phone system and transfer calls to suitable department(s). 

· Analyze and promptly dispatch emergency road service calls to tow truck drivers, while maintaining composure.

· Input vehicle information in Garage Keeper software in need of automotive service repairs.

· Code service orders and finalize automotive repair(s) paperwork.

· Cashier, balance cash drawer, and prepare next day bank deposits.

· Touch base with previous serviced customers for customer service feedback and report concerns to management on a weekly basis.

Education

Metropolitan State University of Denver
January 2009 - Present
Bachelors of Science in Accounting

Abilities/Skills

Broad knowledge of loan documentation, collateral, policies and regulations. General knowledge of accounting principles. Able to run Microsoft Word, Excel, Outlook, Power Point, Access, Laser Pro and CreditQuest, LawyerPro (Harland Financial Solutions), Navigator (Fiserv), Simplifile (County E-file software), Type 65 WPM/ 10 key, multi-task, and thorough verbal and written communication in both English and Spanish.

Workshops/Certificates
Multi-skills workshop; Arizona Western College – AZ



May 2005
Diversity in the Workplace workshop; Arizona Western College – AZ

December 2005
Telephone Skills workshop; Arizona Western College – AZ



October 2004
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