
Robert Smith
Closing Coordinator Support

Phone  (123) 456 78 99
Email: info@qwikresume.com

Website : www.qwikresume.com
LinkedIn: linkedin.com/qwikresume

Address: 1737 Marshville Road, Alabama

SUMMARY

Creative, motivated administrative professional who combines over 13 years of experience with 
business savvy, strong technical skills, and a passion for delivering high caliber results. Possesses 
articulate communication and presentation, interacting easily with clients, senior executives, 
management, and colleagues. 

SKILLS

Microsoft, Ms Word.

WORK EXPERIENCE

Closing Coordinator Support
ABC Corporation  May 2010 – March 2012 
 Processed cash and credit card sales to customers, utilizing knowledge of products sold.
 Compared totals on cash register with amount of currency in the register, verifying balances.
 Removed and recorded amount of cash in register at end of shift.
 Computed and recorded totals of transactions.
 Counted money in cash drawers at the beginning of shifts to ensure that amounts are correct 

and that there is adequate change.
 Issued receipts, refunds, credits, or change due to customers.
 Maintained clean and orderly checkout areas.

Closing Coordinator
ABC Corporation  2006 – 2010 
 Review title commitments and searches, and resolve any issues found.
 Facilitate the clearance of liens and both paid and unreleased mortgages on public record.
 Research and provide payoffs for open or delinquent taxes, liens, and judgments.
 Communicate with vendors to obtain necessary documentation to fix title clearance issues.
 Inform clients of title updates.
 Collaborate with closing agents and borrowers to ensure closing services are completed 

accurately and within deadline.
 Cooperate with other departments to avoid any foreseeable obstacles to successful closing 

such as missing or inaccurate documents, borrower/closing agent schedule or location 
conflicts, and excessive agent fees..

EDUCATION

Associates in Medical Lab Tech - 2006(SUNY Orange - Middletown, NY)
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