rCentennial High School, Pueblo CO 

1970 to 1973

High School Diploma 
Objective

Seeking employment in an office environment where my twelve years of experience in verifying document accuracy and quality customer service are valued.

Summary of Qualifications

Reliable, more than punctual, detail oriented, problem solving person who is also a team player.  Values a quality centered approach to work and demonstrates an excellent ability to assure that documents are properly completed and processed.  Skilled in working with other companies to resolve issues of costs and regarding documents.    

Work Experience

Cherry Creek Mortgage Company, Greenwood Village CO 



October, 2001 to February 28, 2011
 

Final Document Analyst
· Ensured all final documents such as Deed of Trust and Final Title Policies were accurate; 
· Audited final documents ensuring they were complete, signed, dated, etc.  
· Requested final documents from title company;
· Prepared Assignments to Deeds of Trust. 
· Organized transmittals for shipping  to investor
· Entered data into a data base

First Colorado Mortgage Company, Wheat Ridge Co 


1999 to 2001

 Post-Closing Clerk
· Verified final documentation

· Entered data into a data base

· Proof read to assure accuracy

· Sorted mail to departments

· Mailed documents to investors.

Ceel-Co Manufacturing, Lakewood CO 


February 1986 to May 1995

Production Worker
· Production of insulation, piping and fittings

· Filing and typing of orders

· Order taking and customer relations

· Faxing and mailing of company literature

Education

Centennial High School, Pueblo CO 

1970 to 1973

High School Diploma 
April Trujillo





607 South Flower Street						    303-987-5992


Lakewood CO 80226							    trujillo607@comcast.net











