April Allen Giddings
AprilAllen0421@gmail.com
4456 Tolbut Street
Philadelphia, PA 19136
Objective: To obtain a challenging position where my education and work experience would have valuable application.
Qualifications:
Valuable team player with many years work experience in various office positions
Education: 1998-2002 Peirce College Philadelphia, PA
Associates of Science Degree Major General Business Administration
Experience:
Metasource  Bristol, PA
Document Preparation Assistant/Metasource August 2016-March 2017
Reviewed mortgage files for accuracy. Sorted and categorized mortgage documents into the correct document type.  Prepared and labeled mortgage documents for scanning and review.
Owen Loan Servicing LLC Fort Washington, PA
Process Control Validation Associate July 2013-Feb 2016
Audit Internal/External business units by reviewing policy and procedures for each unit. Ensuring units are meeting expected deadlines/SLA while adhering to processes outlined in policies and procedures. Review documents and images such as assignment,notes,endorsements,allonges,modifications,mortgages and title policy/commitments prepared and executed by internal/external business units. Create excel spreadsheets and report data from audit findings. Create summary by adding pivot tables and report defect rates by using excel spreadsheet. Discuss audit findings via Webex conference. 
[bookmark: _GoBack]Endurix National Staffing Ewing, NJ
Mortgage Operations Associate/Ditech Mortgage/Ally June 2013-July 2013
Assisted loan agents and processors with documentation. Pulled mortgage notes. Requested IRS transcripts from Equifax/Rapid Reporting. Verified borrower social security numbers by using Kroll Data Website. Processed verification of employment. Searched Lexus Nexus for self-employment verification. Sent copies of appraisals to borrowers.
Udren Law Offices, P.C. Cherry Hill, NJ
Legal Assistant/Title Assignment Processor August 2006-June 2011 
Prepare Assignment of Mortgages, Release of Mortgages, Subordination of Mortgage. Review executed documents for accuracy and send to the county recorders office for recording. Review title search notify client of title issues, such as delinquent taxes, IRS liens and break in the chain of title. Clear prior liens and judgments by filing claims with title insurance companies to obtain indemnity. Maintain daily client worklist/Newtrak. Copying, faxing, and imaging documents. Maintain record of recorded Power of Attorney information.
The Dubin Group West Conshohocken, PA
Office Assistant/Orleans HomeBuilders April 2006- August 2006

Answered high volume switchboard calls with an excellent phone manner.
Greeted clients and employees with professional demeanor. 
Posted and distributed office mail/signed for courier packages. 
Scheduled conference room meetings/calendar management by using Microsoft Outlook. Assembled and distributed weekly financial reports to company executives. Entered data from field agreements/vouchers into database by using AS/400 system. Reviewed and copied subcontractor agreements and addendums for approval. Mailed/Filed and retrieved subcontractor agreements and addendums.
American Business Financial Services Philadelphia, PA
Assignment Specialist/Auditor II October 2002 - May 2005
Prepared assignment of mortgages for recording.  Reviewed and input mortgage assignment information into document tracking system. Corresponded with company investors/title companies for outstanding documentation. Requested collateral documents from custodian for review by legal department. Reviewed loan documents and files for accuracy. Compiled exception reports for satisfied/foreclosed or sold loans.  Performed review and data entry of recorded documents. Maintained filing system for large volume of recorded documents. Responsible for imaging and shipping files/documents to custodian and investors. Familiar with commercial and residential mortgages, and other corresponding documents. Performed internal/external customer service. Maintained departmental e-mail by responding to customer inquiries. Provided training and assistance to new employees. Assisted other departmental units as needed.
Skills:
Microsoft Excel
Microsoft Word
Microsoft Outlook
References: Available upon request.



