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PROFESSIONAL SUMMARY

A highly skilled Settlement Coordinator with over 10 years of
experience in optimizing financial transactions and ensuring regulatory
compliance. Expert in managing documentation and fostering
relationships with clients and stakeholders, I drive operational
efficiency and deliver exceptional service, resulting in successful
settlement outcomes.

WORK EXPERIENCE

 Jun / 2019-Ongoing



Settlement Coordinator

Maple Leaf Consulting Toronto, ON

1. Managed all aspects of settlement coordination, ensuring
compliance with legal and regulatory requirements.

2. Reviewed and verified documentation for accuracy and
completeness, facilitating smoother transactions.

3. Coordinated with lenders, clients, and third-party vendors to resolve
discrepancies and expedite settlements.

4. Conducted thorough analyses of financial documents to ensure
compliance and mitigate risks.

5. Maintained detailed records of all transactions and communications
for audit purposes.

6. Prepared and reviewed settlement statements, ensuring all financial
obligations were met.

7. Provided exceptional customer service, addressing client inquiries
and concerns promptly.

 Jun / 2015-Jun / 2019



Settlement Coordinator

Crescent Moon Design Portland, OR

1. Acted as the primary liaison between clients, real estate agents, and
lenders to facilitate smooth transaction processes.

2. Conducted thorough audits of invoices and payments, ensuring
timely and accurate financial transactions.

3. Collaborated with internal teams to enhance operational workflows
and communication strategies.

4. Reviewed and negotiated contractual agreements, ensuring
favorable terms for all parties involved.

5. Trained and mentored junior staff on settlement processes and
compliance standards.

6. Utilized settlement software to track progress and manage timelines
effectively.

EDUCATION


Jun /
2012

-
Jun /
2015



Bachelor of Science in Business

Administration

University of Southern California Seattle, WA

Focused on finance and management principles, preparing for a
career in settlement coordination.

SKILLS

Settlement Documentation Management

9

Document Preparation and Review

7

Data Analysis and Reporting

7

Presentation Skills

8

Risk assessment

7

INTERESTS

 Gaming  Fashion

 Film  Technology

STRENGTHS

 Fairness  Flexibility

 Forward-thinking  Gratitude

LANGUAGES

80%

English

80%

Russian

80%

Arabic

ACHIEVEMENTS

Successfully streamlined settlement

processes, reducing transaction time by

20%.

Developed a compliance checklist that

improved documentation accuracy,

achieving a 95% approval rate.
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