Connie Yeisley
ccyeisley@gmail.com | 303-258-6291

Urban Lending Solutions                                                                                                               February 2013-Present
Processor 1

· Data Entry into excel spreadsheets.
· Email using Microsoft Outlook.
· Check/payment processing-verify borrower name and loan to apply payment to correct loan.
· Receive loan paperwork and put in correct stacking order for underwriting.

· Scan, qc and upload documents into pdf files for record retention/loan execution.

· Audit submitted scanned pdf files.  

· Complete qc validation-minimum documentation required, notary signature and date, borrower signature and date.

· Communicate with production team regarding issues with setup and documentation.
Synergy Staffing (Temp to hire Urbanlending Solutions)



           Oct. 2012-Feb. 2013
Processor 1

.

· Data Entry into excel spreadsheets.
· Email using Microsoft Outlook.
· Check/payment processing-verify borrower name and loan to apply payment to correct loan.
· Receive loan paperwork and put in correct stacking order for underwriting.

· Scan, qc and upload documents into pdf files for record retention/loan execution.

· Audit submitted scanned pdf files.  

· Complete qc validation-minimum documentation required, notary signature and date, borrower signature and date.

· Communicate with production team regarding issues with setup and documentation.
Walmart

Cashier
                                    






          Dec. 2006-Oct. 2012
 

· Customer Service.

· Ringing merchandise.

· Processing credit applications.

· Processing customer returns.

· Cleaning. 

· Stocking merchandise.

· Answer phones on multi-line phone system.

Paul Yeisley (Husband independent contractor/Deliver route Fedex Ground)

Driver's Helper
                                    






          Sept. 2004-April 2012

· Customer Service.

· Organize packages for delivery.

· Scan and delivered packages to customers.

· Picked up packages from customers.

· Collected payments for c.o.d. packages.
Independent Contractor








July 2002-Sept. 2004
 (Senior Loan Processor for Co.  Mtg. Ctr. of Denver, Inc)








· Data entry into Calyx  point system of borrower loan information. 

· Worked with loan originators to obtain documentation from borrowers for lenders and title companies.

· Put loan documents in specific stacking order for lenders.

· Delivered Loan applications and documentation to lenders. 

· Faxed required documents to underwriting for loan conditions.

· Ordered payoffs, proof of hazard insurance, and other required documentation to lenders and title companies.

· Setup loan closings with title companies for borrowers and lenders.

· Answered phones.

· Setup loan closings with lenders and title companies.

Valero 











Sept. 2003-Mar.2004

CSR

· Customer service.

· Ringing merchandise.

· Stocking merchandise.

· Cash handling.

· Checked in orders.

· Cleaning.

· Stocking.

Lowes Home Improvement (formerly Eagle Hardware and Garden) 



   Dec.1997-April2004 Cashier


· Customer service.

· Ringing merchandise.

· Processed returns.

· Stocking merchandise.

· Cash handling.

· Checked in orders.

· Cleaning.

· Stocking.

· Setup delivery for commercial sales.

· Follow up calls on installations.

· Answered phones on multi-line phone system.

Best Buy 








CSR 2

· Customer service.

· Ringing merchandise.

· Processed returns.

· Stocking merchandise.

· Cash handling..

· Cleaning.

· Stocking.

· Processed customer credit applications.

· Data entry (customer warranties).

· Answered phones on multi-line phone system.

Source One Management 








Sept.1991-Oct.1994 Data clerk
· Data entry.

· Logged and filed documents.

· Compiled documents whose error rate was above specific limits.

· Verified mailing addresses.

· Filled out billing action forms.

· Performed backup receptionist duties.

· Answered phones on multi-line phone system.
Minerals Management Service (Federal government-Denver Federal Center ) 

   May1989-May1991
S.I.S. clerk 

· Copy documents.

· Filing.

· Prepared documents for microfilming.(record retention)

· Performed backup receptionist duties.

· Answered phones on multi-line phone system.

