
Robert Smith 
Mortgage Operations Manager

PERSONAL STATEMENT

Responsible for Establishing and administering policies and procedures to 
ensure compliance with various regulatory, investor, government, and 
corporate requirements.

WORK EXPERIENCE

Mortgage Operations Manager
ABC Corporation -   2013 – 2014 

Responsibilities:

 Worked closely with Sales Management, Loan Originators and Senior 
Management.

 Served as the workflow manager to ensure customer satisfaction in the 
mortgage department which served branch offices throughout the state
of Oregon.

 Helped to streamline our Post Purchase Department resulting in better 
quality of work performance, quicker turnover on loans selling to our 
investors, less penalties being assessed to the company, less loans 
going into Portfolio and less loans being suspended upon initial review 
by our investors.

 Approved customers for home equity line of credit, resulting in 5 
additional loans per month.

 Mortgage Consultant Managed all aspects of the loan processing cycle, 
from prospecting and qualification to closing and follow-up.

 Worked with the Branch Manager to recommend the hiring &amp; 
termination of employees based upon established company policies 
&amp; procedures.

 Monitored performance regularly and provide coaching and 
developmental support.

Mortgage Operations Manager
Delta Corporation -   2007 – 2012 

Responsibilities:

 Developed staffing models to ensure appropriate staffing to maximize 
profitability while ensuring the desired customer experience.

 Recommended and assisted with the development of new loan 
programs and investors to enhance the competitive structure of the 
product menu.

 Developed staffing model to ensure appropriate staffing to maximize 
profitability while ensuring the desired customer experience.

 Responsible for overseeing all operations of the Mortgage Department; 
hire new staff and loan officers; responsible for developing new 
relationships .

 Responsible for interviewing, hiring, training and conducting 
performance reviews of processing staff for all branch offices.

 Implemented company policies and procedures for processors and Loan 
Originators to successfully succeed company goals.
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CONTACT DETAILS

1737 Marshville Road, 
Alabama
(123)-456-7899
info@qwikresume.com 
www.qwikresume.com

SKILLS

Administrative Skills, 
Planning Skills, Customer
Service.

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)
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 FHA/VA, Conventional/Commercial Processing Staff of 15 employees for 
Conventional Mortgages-Harp-FHA Train staff and work with staff on all .

Education

BA
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