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Objective

Currently involved as an Insurance Processor and seeking a relevant full-time job or externship to 
build exposure to the environments. In addition to assisting training, able to apply customer 
service and clerical skills gained from previous jobs to benefit organizations and their clients.

Skills

MS Office, Data Entry, Word Processing, 10 key, Communication Skills, Billing.

Work Experience

Insurance Processor
ABC Corporation  1999 – 1999 
 Preparing, mailing and tracking all mortgage discharges, filing terminations and various 

collateral releases.
 Monitoring expiring recordings and other collateral within the system to ensure that collateral 

liens are perfected properly.
 Reviewing and verifying all commercial loan hazard and flood insurance policies.
 Ensuring all information regarding collateral coverage, compliance adherence and loss 

potential are obtained, accurate and complies with credit policy.
 Mailing, filing and tracking any recordable/mailable documents with the appropriate recording

office.
 Making sure all invoices are paid (Title work, Appraisals, Searches, etc.).
 Processed requested service on products (e.g. loans, surrenders, withdrawals).

Insurance Processor
ABC Corporation  1996 – 1999 
 Manila, Philippines (BPO of First American Title) Reviewing the application for refinancing, the 

processor confirms the completeness and accuracy of all information provided.
 Some applications require submission of additional documents that the processor must verify.
 Requesting evidence of insurance.
 Followed up to ensure satisfactory resolution.
 Uploading of documents, data entry, and proofreading.
 Confirms the completeness and accuracy of all information provided for refinancing.
 Much of the work as a processor does must be recorded and communicates with escrow 

officers in the US Worked efficiently in a fast-paced environment while multi-tasking using 
computer applications to troubleshoot and obtain problem-solving information Achieved 
customer satisfaction and maintained company loyalty.

Education

High School Diploma - (Breckenridge High school - Breckenridge, MI)
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