Michael D. Westfall
720 Lotus Way Broomfield CO, 80020

303-522-2958 (M), 303-464-8226 (H)

 Email: vonsteiner@yahoo.com

EDUCATION

Metropolitan State College of Denver, 90 credits towards degree, Accounting

Regis University, Accounting, transferred to Metropolitan State College of Denver

WORK HISTORY
April 2013—present

Reo Cost Estimation Processor—Wells Fargo Team    LPS Field Services         Westminster, CO
Validate bids for specific work on a property from contractors using either Repair Base or XactPRM cost estimation tools

Validate all violation bids approvals using either Repair Base or XactPRM cost estimating software

Validate all BATF, bid after the fact, work performed by contractors using either Repair Base or XactPRM cost estimation tools
October 2011—April 2013
Property Preservation Tech I/FTV Processor—Wells Fargo Team    LPS Field Services         Westminster, CO

Review tickets within VIP to determine if securing, winterizations or other preservation work is needed

Update loan status within MSP to keep all loan information current

Processed violation work orders to make sure all violations were cured to prevent excess fines

Accurately update and bill work orders from within the FieldScape program while following the guidelines of the client supported

Compare photos and single line item details (SLID) to insure the quality of all work completed by the contractor

Compare photos to bids provided to insure the contractor accurately addresses all work

Search through the loan history for previous work completed at the property.  Make sure certain work has been completed and create a new work order if it hasn’t

Work with other Preservation Techs, Contractors, Supervisors; Realtors, Attorneys and Clients to assure accurate and timely results of all property preservation are updated within the system

Validate the accuracy of any invoiced amounts

March 2000—December 2009

Office Manager/RPS Coordinator   Qwest Corporation                          Littleton, CO, Denver, CO

Created, formatted, compiled, analyzed, reconciled, revised, developed, researched, summarized, edited, and maintained databases, spreadsheets, forecasts, reports, files and memos within Microsoft Office

Distributed multiple reports via email to various management teams

Maintained all aspects, including confidentiality, of 100+ technician’s personnel files.  Once a month I purged the files and sent all applicable files to records retention and archives

Prepared and packaged all outgoing packages, then shipped them via UPS Online

Made minor repairs to office equipment; replaced toner, cleared paper jams, etc

Kept a log of all toner used and maintenance records for all printers within group

Called in to building maintenance any issues needing resolution

Received and handled phone calls on a multi-line system.  Processed emails and personal requests for time off from over 100 technicians

Inventoried/distributed all file drawer and room keys; Ordered new keys as needed.

Ordered new cell phones, ID/access badges, pager service as needed and approved by management

Completed all paperwork for access badges as needed

Made sure all recycling was picked up by the contract company when scheduled

Scheduled meetings, conference calls, and conference rooms for my management team of 2 directors and 5 managers through Microsoft Outlook.  This included all team building, management seminar, training, and just regular monthly team meetings

Booked all travel for my team of 2 directors, 5 managers and 100+ technicians within the Clipbook program

Submitted travel and credit card statements to Accounts Payable for my team of 2 directors, 5 managers and 100+ technicians through EZ Systems

Updated and posted the birthday’s and service anniversary dates for each month

Managed all aspects of my 2 directors calendars in Microsoft Outlook

Ordered and kept inventory of office supplies using a web-based system for my team of 2 directors, 5 managers, and 100+ technicians

Received and distributed all mail within the my group, including all inter-office mail, regular mail and courier mail

Received and prepared printing requests from my 2 directors, 5 managers, and the 100+ technicians I supported.  Kept track of these projects in a spreadsheet

Checked and corrected payroll time sheets for 100+ technicians

I reviewed or drafted most correspondence from my 2 directors to their employees

I trained all 100+ technicians and 5 managers in the new time off tracking system, Total View, at Qwest corporation

Scanned prior engineering documents into a central database for easier access

Followed general administrative practices and procedures 

Managed a team of 10-15 Data Specialists in a high volume accounts receivable environment 

Accounts receivable

Separated mail into standard and non-standard batches

Operation of an Opex® machine to open non-standard payments

Operation of a Unisys® machine to separate all checks and stubs from sorted bills

Balanced individual batches of checks and money orders using ten-key data entry on a standard keyboard

Contacted customers to verify accounts and gather information for billing or payment issues

June 2004—January 2005

Contractor          Boulder Daily Camera                          Boulder, CO

Managed inventory

Performed own accounting for tax purposes

Updated and modified a subscriber list on a daily basis

Combined inserts and mains, then folded and either wrapped them in a rubber band or put them in a bag

Delivered the Daily Camera to subscribers by 5:30 am

Work 7 days a week, including holidays

February 1999—March 2000

Customer Service Representative   Champs Sports                 Denver, CO

Greeted and helped customers with sporting goods purchases

Met daily, weekly, and monthly sales quotas 98% of the time

February 1999—March 2000

Customer Service Representative   Colorado Bookstore                 Boulder, CO

Keyed in ISBN number of textbooks for students who were selling their textbooks back to the bookstore

Assisted customers in locating textbooks and other supplies

December 1994—February 1999


Mail Handler/PPDM Clerk/Dock Clerk/Supervisor   United States Postal Service   
Denver, CO

Managed a team 10-35 postal employees in a high volume distribution environment

Drove a forklift or tug machine to transport palletized mail and mail containers

Parcel Post Distribution Machine Clerk sorting mail according to zip code. Position required 10-key proficiency because both skill and accuracy are essential for proper routing of the mail

Sealed outgoing mail trucks after all mail for destination was loaded

Unsealed incoming mail trucks to be unloaded  

Loading and unloading trucks carrying sacks of mail, cartons, and pallets from other cities and other airports

Emptied sacks and separated their contents into various categories such as newspapers, magazines, books, and over-sized mail

ADDITIONAL EXPERIENCE

December 1996—February 1999


Supervisor Distribution Operations

Managed a team 10-35 postal employees in a high volume distribution environment

I determined which station each employee was responsible for during our shift

Responsible for handling any and all situations that arose during my shift; if a machine broke down, I had to reassign the employee to a different job in my unit.  If there was little or no mail, I had to decide whether or not to let people go home early

Responsible for disciplining employees for attendance or any violation of postal rules

Responsible for keeping track of production and making sure all employees kept working.  If an employee lacked production, I was responsible for discussing the matter with the employee and correcting it

Responsible for making sure the mail was routed to the proper destination

Responsible for making sure the mail was moved through the postal system efficiently and accurately

May 2000—October 2002


RPS Coordinator/In-Charge

Scheduled my fellow coworkers in their duties for the night for the entire shift

Responsible for the smooth running of the machines; if there is a problem with any of the equipment it is my responsibility to call either Unisys or Opex and explain the problem to their technician

Proper placement of employees to get maximum production

ADDITIONAL SKILLS

Alphanumeric data entry (12,000+ kph)

10-key data entry (14,000+ kph)

Type 55+ wpm

Expert in Microsoft Office 2003 (Excel, Word, PowerPoint, Access, Outlook)

Team player, hard worker, quick learner
