
Tara Twait
275 E 4th Avenue  Longmont, CO 80504  (303) 775-1851  tmtwait@yahoo.com
Career Goal
To obtain a criminal justice position that will use my organizational and communication skills.
Education
Associate of Science in Criminal Justice 			2012
American InterContinental University 				Schaumburg, IL
Professional Skills
Attention to detail
Examine loan documentation for consistency and compliance
Track ongoing quality of loan files
Coach personnel to improve future compliance of documentation
Organization
Manage aspects of day-to-day operations in productions:
Scheduling for personnel
Supervision of a total of ten to thirty individuals
Manage incoming production and organize documents for staff members
Review and complete orders with vendors
Follow up with sales staff for any conflicting information
Knowledge and competency in the chain of custody for proper evidence collection
Review of judicial procedures to make sure compliance is always followed
Training
Trained new hires in customer service and quality control
Monitored and mentored individuals to maintain quality at all times
Created training materials to assist new hires with the information needed to do their jobs effectively
Provided continuing education on best practices for individuals so that the processes were consistant for the customers
Communication: 
Maintain phone contact with personnel so that all involved parties are aware of status and improves efficiency and customer statisfaction
Edit materials for publishing for clarity, grammer, and accuracy so that the company materials communicate the message effectively
Effective report writing to record events according to department procedure
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Professional Experience
Branch Loan Packager	2012 – Current
Wells Fargo Bank	Denver, CO

Personal Care Provider	2010 -- 2012
Professional Home Health Care	Longmont, CO

Rural Carrier	2009
Longmont Post Office	Longmont, CO

