
Robert Smith 
Closing Agent/Consultant

PERSONAL STATEMENT

Forwarded Collateral Files to the Texas Commerce Bank to sell. Performed 
data entry, imaging of loan files for retention, and maintained records of all 
files leaving the company.

WORK EXPERIENCE

Closing Agent/Consultant
ABC Corporation -   1994 – 1998 

Responsibilities:

 Conducted training for newly hired account executives and post closers.
 Cross-trained with the processing and closing departments.
 Examined for possible fraud at the time of final documentation and 

informed the brokers and title companies of any discrepancies.
 Reviewed and funded loans from the escrow states.
 Prepared broker checks, within 24 hours, for fees collected at the time 

of settlement.
 Reviewed wholesale packages within 24 hours of receipt from the 

Closing Agent Compared loan documentation with the system for 
accuracy Purchased loans from Brokers Assisted Closers with closing 
loans Evaluated loan files and compare documentation with system for 
accuracy.

 Prepared files to be forwarded to the appropriate Servicing Company.

Closing Agent
Delta Corporation -   1991 – 1993 

Responsibilities:

 Responsibilities Very fast paced office setting, Checking emails, 
checking voice mails, responding back to both, type and prepare deeds,
record deeds .

 Completed Transfers of Ownership for Timeshares all over the United 
States, Mexico and Canada Skills Used Answered multi line phones, 
answered emails,.

 Heritage Title and Closing - I began as a receptionist in an office of three
to lead closing agent in office of twelve for nine years.

 Worked with first time home-buyers, developers Bank of the for Ozarks -
Commercial loan assistant with loan portfolio of over $30,000,000.00 for
.

 River Valley Title &amp; Closing - I started this title company with Tony 
Moore of Moore &amp; Co Realtors.

 Was able to obtain two underwriters for a new title company in a down 
economy and grew the business for two years.

 My responsibility were to obtain the exact payoff amount from the 
customers bank, or owed in a judgment and make a spread sheet of all 
the expensive .
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CONTACT DETAILS

1737 Marshville Road, 
Alabama
(123)-456-7899
info@qwikresume.com 
www.qwikresume.com

SKILLS

Management, Payroll, 
Scheduling, Budgeting.

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)
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Education

Management and Leadership - (Bluefield College - Bluefield, VA)
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