

KARA F. HARTEY
811 Kendrick Street
Philadephia, PA 19111
267.239.1145


OBJECTIVE:	Seeking a part-time administrative position allowing me to build on skills and experience gained in the workforce.


EMPLOYMENT:	Grateful Abstract					7/2016 – 7/2017
	Conveyancer Assistant
		             Responsibilities:
· Obtaining mortgage payoffs, tax certificates, judgment releases
· Answering all incoming calls for the company
· Answering calls for conveyancing clerks and helping answer questions regarding title issues and marketing research and analysis
· Uploading searches


	Honey Baked Ham					10/2015 – 7/2016
	Manager
	Responsibilities:
· Opening Store/Closing Store
· Food preparation for the day
· Handling Cash Deposits
· Ensuring all corporate regulations were up to code


	Affinity Land Services						11/2014 – 7/2015
Mortgage Conveyancer 
Responsibilities:
· Clearing mortgage titles for Pennsylvania residents
· Processing mortgage payoffs; satisfactions; judgment releases
· Clearing foreclosure proceedings
· Preparing Mortgage Documents for settlement

Home Connects 			2/2002 – 5/2005		
Mortgage Conveyancer
Responsibilities:
· Clearing mortgage title for Pennsylvania/New Jersey
· Processing Mortgage payoffs: satisfactions; judgment releases
· Clearing foreclosure proceedings
· Reviewing title reports
· Typing Title Report













[bookmark: _GoBack]GMAC Mortgage Corporation			1/2000 - 2/2002
Table Funding
Responsibilities:
· Clearing all conveyancing issues
· Balancing Settlement Statement
· Funding loans at closing



EDUCATION:	Neshaminy High School
	Langhorne, PA - Class of 1992
	Academic Curriculum

SKILLS:	Title Express; Outlook, Microsoft Excel and Word



