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SUMMARY

Claims Processor/Cash Applications with an unwavering commitment to customer service. With 
the ability to build productive relationships, resolve complex issues and win customer loyalty. 
Strategic relationship/partnership-building skills-listen attentively, solve problems creatively and 
use tact and diplomacy to find common ground and achieve win-win outcomes. To obtain 
employment that has growth potential, with a company where I can contribute my hard working 
ability and positive attitude.

SKILLS

Scanners, Insurance, Patient Care, Receptionist, OAS Gold Invision, Oracle, SCI Orders, 
Compliance, Compliance, Payment Processing, Payment Processing, People Soft, Printers

WORK EXPERIENCE

Processor
ABC Corporation  January 2013 – Present 
 Processing of loan files in preparation for underwriter&rsquo;s review in accordance with 

investor and/or government agency guidelines.
 Providing processing and closing functions for multiple loan officers in different branches.
 Monitoring deadlines carefully and maintain communication with loan officers regarding 

pipeline and upcoming closings.
 Managing monthly closings in a consistent and timely manner.
 Creating and maintaining loan files before and after closing and ensure compliance with bank 

procedures
 Preparing loan closing documents in accordance with written loan approval, including Closing 

Disclosure review and approval.
 Submitting closed file documentation to Loan Ops for booking on bank system.

Processor
ABC Corporation  August 2003 – January 2013 
 Maintained effective communication with all necessary parties involved in a new loan 

application, from the customer, broker, correspondent, loan officer, and co-workers to ensure 
a seamless and positive application experience.

 Worked with various internal departments as well as external organizations to obtain 
processing related documentation or obtain the necessary information needed to complete an
application i.e. Verification of Employment, IRS Transcripts, title search, appraisal, bank 
statements, etc.

 Organized, tracked, and delivered final trailing documents to the investor.
 Completed pre-funding audit tasks on all files.
 Remained aware and knowledgeable of industry changes to products and guidelines.
 Maintained knowledge of and ensure compliance with the Bank Secrecy Act.
 This is Dummy Description data, Replace with job description relevant to your current role.

EDUCATION

Diploma - 2002 (Hamilton High School - Memphis, TN)General Study - (Westwood High School - 
Palestine, TX)Diploma - January 2003(Marion High)
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