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	Experience

Building Industry Association of Southern California                                                             April 2014 – Sept 2014
	

	Membership & Events Coordinator
Responsibilities

· Planned and coordinated all chapter  events
· Met regularly with CEO to discuss strategy , logistics and budgets for events

· Tracked event revenue and registration
· Scouted venue locations and executed venue & vendor contracts
· Coordinated executive meetings, managed committees and updated membership database information
· Managed all administrative duties 
	March 2013 – April 2014

	Prospect Mortgage
Renovation/ Construction Loan Draw Coordinator

Responsibilities

· Serviced a pipeline of 200+  renovation loans and clientele 

· Requested and processed check disbursements to homeowners and contractors

· Managed all incoming emails and phone calls

· Provided a positive and delightful on boarding experience for the customer

	

	Bank of America Home Loans
	July 2009 – March 2013

	Department Engagement  Coordinator

· Create and manage incentive programs for approx. 100 employees
·  Decorate department bulletin boards  to display associate achievements and company-wide announcements
· Assist department managers by creating  & running meeting activities 

Workout Specialist Lead 
Responsibilities

· Attended court mandated telephonic mediations with borrowers and their  attorneys to negotiate pre-foreclosure workout options

· Reviewed loan history, financial information as well as pulled credit history to determine reason for default and imminent hardship

· Updated borrower’s financial information and ran an analysis to qualify the borrower for retention options.
· Underwrote the loan modifications
Education

	Major:  Communications Emphasis in Management and Coordination

College of the Canyons – Fall 2013 to Current

Extracurricular
	

	Boys and Girls Club

Special Events  Program Coordinator

· Forecasted a monthly budget for the Program Director

· Organized multiple  daily and weekly activities

· Structured intricate details  of events from cradle to grave

· Supervised support staff at events
Computer skills include: Microsoft Word, Microsoft Excel, Microsoft Access and Microsoft Outlook, Microsoft Publisher. Type 75 wpm and 10 key proficient.  
Programs & Social Media: Constant Contact, Facebook, LinkedIn, Twitter and Event Spot.


