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JAMES CLARK
Escrow Officer

support@qwikresume.com

(123) 456 7899

Los Angeles

www.qwikresume.com

SKILLS

Escrow Account Management

Communication Skills

Conflict Resolution

Time Management

Problem-solving Skills

INTERESTS

 DIY Projects  Crafting

 Meditation  History

STRENGTHS

 Humility  Innovation

 Insightfulness  Integrity

LANGUAGES

English Mandarin Arabic

ACHIEVEMENTS

Successfully managed over 200
escrow transactions, resulting in a
98% client satisfaction rate.

Streamlined compliance procedures,
reducing processing time by 20%
while maintaining accuracy.

PROFESSIONAL SUMMARY

Experienced Escrow Officer with 5 years of dedicated service in managing 
comprehensive escrow transactions from inception to closure. Proficient in 
compliance, document management, and ensuring seamless 
communication between all parties. Committed to maintaining industry 
standards and enhancing client satisfaction through meticulous attention 
to detail and effective problem-solving.

WORK EXPERIENCE

 Jan / 2021-Ongoing



Escrow Officer I
WidgetWorks Inc. Denver, CO

1. Conduct thorough audits of mortgage loan files, tracking outstanding 
documentation for compliance.

2. Review and analyze escrow calculations to ensure accuracy and 
adherence to regulatory standards.

3. Research and resolve discrepancies in mortgage documents, enhancing 
overall transaction efficiency.

4. Develop and maintain comprehensive spreadsheets to track escrow 
transactions and communications.

5. Identify process improvement opportunities, recommending changes to 
optimize productivity and effectiveness.

6. Manage the timely collection and disbursement of funds from escrow 
accounts.

7. Ensure compliance with federal, state, and local regulations throughout 
the escrow process.

 Jan / 2020-Jan / 2021



Escrow Officer
Summit Peak Industries Denver, CO

1. Facilitated the holding and transfer of funds for buyers, sellers, and 
lenders, ensuring accurate documentation.

2. Prepared HUD statements and title documents, verifying accuracy before 
closing.

3. Composed closing documents and assisted brokers in resolving title 
issues swiftly.

4. Managed the real estate closing process, ensuring compliance with 
contract and lender requirements.

5. Worked closely with the title department to resolve conflicts related to 
easements and liens.

EDUCATION

 Jan / 2019-Jan / 2020



Bachelor of Business Administration
University of Houston Portland, OR

Focused on finance and real estate management, gaining foundational 
knowledge applicable to escrow operations.
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