
ROBERT SMITH
Correspondence Specialist

info@qwikresume.com | https://Qwikresume.com

7+ years of mortgage experience. Strong analytical and research skills with a 
keen eye for accuracy and attention to detail. Customer Service focused and 
results-driven. Strong leadership skills; able to prioritize, delegate tasks, and make
sound decisions quickly while maintaining a focus on the bottom line.

JANUARY 2002 – SEPTEMBER 2004
CORRESPONDENCE SPECIALIST - ABC CORPORATION

 Reviewed release of information requests from clients to determine whether 
medical records could legally be released.

 Heavy contact with clients via telephone and in person.
 Helped clients understand the release process provided a release of information

needed to fill requests for records.
 Invoiced and accepted payment for the release of records.
 Prepared records for subpoenas, depositions, and Workman Compensation 

hearings.
 Organized letters and emails to disperse them to others on the team.
 Answered them and helped to retain the records for the future.

2000 – 2002
CORRESPONDENCE SPECIALIST - DELTA CORPORATION

 Annotating documents to the correct accounts, filing, keeping a record of 
documents entered Skills Used Microsoft Outlook, Word, Excel, Internet.

 Managed all bankruptcy documentation and applied initial bankruptcy statuses 
to effected accounts -Worked with the Cancellations Department to update.

 Excellent communication skills with team members and coworkers from other 
departments Type, fax, file, distribute mail and organize proficiently.

 Writes letters explaining concerns and the steps taken to resolve the issue(s) 
Uses specialized procedures/techniques to manage loan documents in a.

 Opened, sorted, and distributed to proper parties all incoming correspondence 
received from the companys deposit lock boxes and postal services.

 Promoted to Cash Poster position in January 2011.
 Prepared documents and letters to answer a variety of queries, including 

requests for merchandise, claims, credit and delinquencies Assisted.

EDUCATION

Medical Terminology - (Southwestern Illinois College)
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SKILLS

Acrobat, Customer Service, Quickbooks, Data Entry, Detail Oriented, Editing, Publisher,
Team Player, Type 60 Wpm, Office Suite, Adaptable, Microsoft Office.
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