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Objective: Searching for a responsible and challenging position of loan processor/Underwriter for a leading bank.



Skills:
· Excellent banking services knowledge. 
· Very hardworking and job-centric. 
· Having motivating and adapting skills. 
· Familiar with banking services, installations, processes and infrastructures. 
· Excellent communication and writing skills.
· Experience with Conventional/ FHA/VA loan process.

Technical Knowledge:
· MS Excel 
· MS Word 
· Unify
· Calyx Point
· Adobe
· Elf systems
· Internet applications
· LIS
· LPS
· Byte

Wells Fargo Home Mortgage
Denver, Colorado 
April 2011- Present
Loan Processor 6- Responsible for analyzing borrower’s Financial documents evaluating and ensuring overall documents are accurate, complete and compliant; reviewing of financial statements, credit reports, applicable ratios and other supporting documentation acceptability and customer contact.*
Process and prepared for closing retail mortgage loans (conventional and government, purchase and refinance) under various loan programs in accordance with policies & procedures, registered loans on the origination system. 
*Performed Welcome Call, Status Call and Pre-close Call update communication log as needed.
* Issued proper disclosures as required by federal regulatory compliance and reviewed rate locks and point objectives for accuracy, ensure overage and underage is approved as well as waiver of any fees, set up files and order all necessary exhibits for appraisals and credit reports, check alternative documentation for accuracy and potential problems, ordered title insurance, closing protection letters, wire instructions and escrow fee’s. 
*Reviewed flood and tax certificates and surveys noting all issue’s upon receipt, reviewed all documents thoroughly before submission to underwriting, obtain and reviewed documents for acceptability against loan conditions, with the loan officer, coordinate with buyers, sellers, title companies, escrow agents, surveyors and real estate agents to obtain additional documentation. Completing due diligence reviewing post-commitment conditions.








USAA Mortgage Services
San Antonio, TX
September 2010-March 2011
Loan Processor
Based in a Call Center environment, dealing with clients over the phone passed on from other areas of the business to find the correct financial solution for their debt problems or look for more competitive mortgage or loan products.
· Compile and submit proper documentation on behalf of qualified borrowers to obtain mortgage financing. 
· Accurately and timely clearing of underwriting conditions. 
· Proper follow-up on all files to insure timely closing and funding of loans. 
· Maintain professional relationship with all parties involved in transaction. 
· Prepared closing documents accurately and in a timely manner. 

Pulte Home Mortgage
Englewood, Colorado
April 2010- September 2010
Underwriting Assistant / Loan Processor
 
. 
• Perform all clerical duties; answering phone, logging in cases, typing forms. 
• Working hands on with Realtors & Loan Officers. 
• Schedule meetings and Calendar. 
• All other Personal duties as requested. 
• Explained & Assisted Signing of Loan Documents 
• Searched for Loan Programs that would properly fit clients. 
• Sort and prioritize daily correspondence, handling personally as and when 
appropriate. 

• Manage personal & business calendar 
• Organizing and maintaining filing systems  
- Responsible for verifying and clearing conditions including customer income/assets documentation, tax documents, divorce decree etc. 
- Income Calculation 
- Employment verification 
- Resolve routine title issues including, but not limited to the following: vesting issues, child support liens, judgment liens, etc. 
- Coordinate closing activities. 
- This role will be communicating with internal and external team members including loan officers, borrowers, escrow and other team members.
 
 
 
 
Wells Fargo Fulfillment Center
Billings, Montana
March 2008-April 2010
Loan Document Specialist 3


*Attended 2 weeks of training to gain knowledge to process loans correctly.
*Gained Knowledge of (LIS)
*Reviewed & completed loan packages against system data.
*Corrected errors to loan packages and/or system data; obtaining missing 
information.
Cleared title discrepancies. 

*Verifying the accuracy and thoroughness of the loan application along with 
other related documents.

*Processed 65% of loans for the State of Washington& 35% of the state of Alaska.

*Maintained communication with Mortgage Consultants via email/Telephone.
Kept files in Alphabetical order.
Faxed incoming/outgoing documents.
 
 
Western Financial  
Aurora, Co
2006-2008
Senior Loan Processor/   



*Processed all FHA, VA & Conventional loans according to
program guidelines.

*Ordered appraisals, title commitments, insurance, and wiring
instructions.

* Responsible for full processing of Brokered/Investor loans.

*Responsible for maintaining daily reports and loan status.

*Upfront processing of Refer loans, ordering verifications of
employment, deposits, rentals, and mortgages.

* Responsible for analyzing credit reports and ordering supplements and all 
verifications.

*Responsible for maintaining good Customer Service ethics and a score of above.

*Required to implement exceptional organizational skills.

*Administrative and clerical duties.




Sky Solutions 
Aurora, Colorado
2004 – 2008
Customer Service Representative 


• provided support to the sales team, ensuring all sales and service objectives 
were met. 



• Responsible for customer service in the digital equipment division, duties 
included answering customer queries, problem solving and providing detailed 
information on new products. 



•    Worked with new customers in the development of new accounts and the 
implementation of new systems. 

•    Assisted in the development of new policies and procedures. 
•    Assisted in the training of new customer service representatives and 
associates. 

•    Performed market research surveys on customer needs and requirements. 
•    Prepared weekly sales reports for the sales team and sales management. 
•    Generated repeat business through successful client follow-up. 



        
  





Working Knowledge: 
Byte, Calyx Point, Encompass, Genesis, Microsoft Word, Works, Excel, LIS, LPS

Education: 
Metropolitan StateCollege of Denver2004-2008
University Of Phoenix 2009-Present 


 
 
REFERENCES 

Available Upon Request



