
Kristen L. Braunstein 

815 Strahle Street 
Philadelphia, PA 19111

Phone # 484-716-3554

E-mail: KristenThomson2@gmail.com 

Objective 
I would like to obtain a position to utilize and expand my skills. 

Summary of qualifications 
I have the ability to build positive and respectful relationships with individuals and co-workers. I can negotiate, resolve conflict and problematic situations. I have exceptional verbal and written communication skills, as well as excellent organizational skills. 

Education 
West Chester University Bachelor of Science 1998-2003

Computer Skills
Microsoft Word, Microsoft Access, Microsoft Excel, and Microsoft 
Outlook 

Professional experience 

New Penn Financial 
Junior Underwriter / Mortgage Loan Opener/Setup 
[bookmark: _GoBack]Wholesale/TPO Operations/SMART Series Loans 
December 2017-Present 

Responsible for reviewing incoming loan files to ensure the file contains all documentation required to meet the minimum submission requirements.  Review documentation for completeness, accuracy, and compliance.  Responsible for accepting the submission into the LOS system, input of information in order to generate required loan disclosures to prepare the file for underwriting.  Review GFE for proper fee disclosure. 
Responsibilities:
· Verify status for compliance with submission requirements
· Check loan files for required submission documentation/information
· Communicate well with brokers to collect missing submission documents
· Board loans onto the loan origination system
· Complete HDMA scrub, USPS and check all exclusionary lists including LDP/GSA for all disclosed parties to the transaction
· Conduct appropriate validations and verification of data Generated credit report
· Initiate TILA disclosures
· Prepare files for underwriting - trouble shoot files identified by third party vendor that is preventing it from moving into underwriting
· Other assigned duties as required

Police and Fire Federal Credit Union 2012-2017 (various positions)
Mortgage Sales Advisor 
July 2016-December 2017 
Promote first mortgage origination; originate loans; interview members and determine if they qualify. 
Ensure mortgage applications are taken within guidelines. Follow up on preapproved applications. 
Run credit and DU for all applicants. 


Consumer Loan Processor 
July 2014-July 2016 
I developed a thorough knowledge of all Credit Union loan products and services. I acquired and maintained a detailed knowledge of all Consumer products, policies and procedures regarding loan origination. This includes federal regulations to assure compliance. I assisted members in submitting complete and accurate loan applications. I prepared to explain the features and benefits, terms, rates, conditions, qualifications and guidelines of the various Credit Union products.

Branch Sales Representative 
February 2012-July 2014 
I was responsible for providing superior member service in the branch ensuring that new and existing member relationships are developed by using product knowledge in conjunction with sales skills to support of the Credit Union’s growth goals. 


The School District of Philadelphia
September 2009-September 2011

Student Advisor 
- I worked under the direction of the principal; the work is tied to student achievement, 
attendance and attachment to school. I act as a resource for individual students to receive 
attention for truancy, lateness, academic and behavior concerns. This position was eliminated by the 
School district because of the budget cuts. 

Montgomery County Office of Children and Youth and Early Intervention
2004-2009
Case Manager 
Norristown, PA 
I was legally responsible for ensuring that the child protective services were responsive to 
the needs of children in our county who are reported as abused/ neglected. Supervised 
support staff to ensure the child’s safety. I worked with parents and guardians who 
needed assistance with Mental Health Services, Substance Abuse, etc. I was responsible 
for receiving calls and reports from the community and provide timely, appropriate 
response. I made preliminary assessment of need and risk; matching allegations with case 
acceptance criteria. I provided information and referral services, if appropriate.


