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Education:

Robert Morris University, Moon Township



Graduating July 2004 




Batchelor’s Degree in Human Resource Management




New Kensington Commerical School, New Kesington, PA





Graduated with an Associates Degree, Legal Secretary – 1991

Military:

United States Air Force



Honorary Discharge – 12/95 – 1/96

Experience:

National City Mortgage Co., Pittsburgh, PA



Funder – 12/02-Present



Reviewing loans to make sure they are eligible for purchase, and 




buying mortgage loans from various brokers.  Answering brokers 




questions and responding with accurate responses.  Also various




office duties.




Aegis/New America Financial, Monroeville, PA




Post Closing Coordinator 8/00-12/02




Verifying employment status of borrowers with human resource 




departments and personnel departments, clearing post closing




conditions set by investors regarding mortgages.  Dealing with 




brokers regarding closings.  Answering phones, and various office




functions.  




Pennsylvania Capital Bank, Pittsburgh, PA



Credit Administrator – 1/99-1/00




Maintained credit files of personal and business loan customers




utilizing the Liberty System.  Initiated loan payment processing.




Verified documentation in files for content and accuracy to assure




eligibility of acquisiton by other financial institutes.  Verified 




credit references of customers for retail business, and various other 




office functions.
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Howard Hanna Financial Services, Inc., Pittsburgh, PA




Senior Closing Coordinator – 7/96-1/99



Assisted mortgage brokers and borrowers with preparation of




financial funding requests and documentation preparation.  




Prepared and reviewed closing documents for mortgage investment




loans.  Calculated escrows, fees, and premium amounts for net 




credit funding.




Carol Harris Temporaries, New Kensington, PA





Temporary Secretary 8/96-12/95




Performed various office responsibilities at numerous premium 




companies.
Special Skills:

Microsoft Excel, Word, Power Point, Lotus 1-2-3, Liberty





System, Ten-Line Business phone, and various copy machines

References Available Upon Request

