Document Analyst

PROFESSIONAL SUMMARY

With 7 years of expertise as a Document Analyst, | excel in
managing complex documentation processes while ensuring
compliance and accuracy. My collaborative approach and
analytical skills drive operational improvements and enhance
information integrity. Passionate about leveraging my
experience to streamline workflows and contribute to
organizational success.

WORK EXPERIENCE

Document Analyst 9 Apr / 2021-Ongoing
Blue Sky Innovations X Chicago, IL

1. Developed and implemented new documentation procedures
and guidelines to enhance clarity and usability.

2. Collaborated with subject matter experts and project
managers to gather and analyze data for documentation
accuracy.

3. Managed document workflows through rigorous review and
approval processes, ensuring compliance with organizational
standards.

4. Coordinated multiple projects simultaneously, utilizing Kanban
and other project management tools to meet tight deadlines.

5. Identified non-compliance cases and worked with
stakeholders to rectify issues swiftly.

6. Conducted regular audits of existing documentation to ensure
adherence to updated regulations.

7. Facilitated training sessions to enhance team understanding of
documentation protocols and compliance requirements.

Document Analyst & Apr [ 2018-Apr [ 2021
Crescent Moon Design X Portland, OR

1. Analyzed and proofread a variety of legal and real estate
documents, ensuring accuracy and compliance.

2. Reviewed and processed 15-year conventional real estate
documents within 24 hours of receipt.

3. Managed the ordering and verification of title searches, deed
reports, and appraisals to ensure timely processing.

4. Assessed documentation against state specifications, verifying
compliance and identifying necessary corrections.

5. Oversaw loan pipeline management to ensure timely
completion in line with customer expectations.

6. Executed corporate document processing, including coding,
imaging, and electronic delivery of sensitive materials.

EDUCATION

Bachelor of Science in Business s Apr/ _Apr/
Administration 2015 2018
University of California X Toronto, ON

Focused on operations management and compliance within
business processes.
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SKILLS

Document Analysis
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Document Management
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Record Keeping
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Audit Preparation
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Technical Documentation
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Information Retrieval
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STRENGTHS

< Forward-thinking ll ¥ Gratitude

LANGUAGES
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English Spanish French

ACHIEVEMENTS

& Streamlined documentation processes,
reducing approval time by 30%.

‘¢ Successfully managed the
documentation review of over 200
projects annually.

‘& Implemented a new filing system that
improved retrieval efficiency by 40%.
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