Dianne Bonner
3880 Linden Avenue
Philadelphia, PA  19114
dianne.bonner@yahoo.com
215-850-1054
PROFESSIONAL SUMMARY

Professional with 19 years of experience across a broad range of office processing functions and customer service relations. Highly motivated, team player with the ability to manage multiple projects and demonstrate effective communication skills. 
WORK EXPREIENCE
Gateway Funding, Horsham PA

Administrator Supervisor







2011-2018
· Research applicant data to generate pre-approvals and follow up on leads and pre-approved customers

· Manage the customer and real estate agent relationships

· Communicate with key internal and external stakeholders
· Optimize management teams time by prioritizing meetings, travel and appointments

· Responsible for scheduling appointments, read and respond to correspondence
· meetings and interacting with executive level management to ensure a smooth workflow
· Distribute materials and provide information to managers, co-managers, customers, partners, vendor’s prospects by telephone, email or in person
PHH Mortgage, Mount Laurel, NJ



Government Loan Processor






2003-2011
· Guided customers through the government home financing process up to closing
· Set appropriate customer expectations to meet turn-around on the receipt of the application package and trailing documents

· Facilitated with internal departments to meet customer needs

· Communicated with customers, agents, mortgage advisors to obtain FHA/VA loan approval

· Provided all administrative and customer support

· Managed inbound and outbound phone and email communications with the customer, agent and mortgage advisor

· Achieved daily and monthly performance metrics
File Completion Government Specialist





1999-2003

· Ensured all loan files were complete and accurate in order to meet regular and investor guidelines



· Resolved open conditions which required document review and correction if necessary

· Reviewed, confirmed and obtained the necessary documents to clear FHA and VA loan audits prior to submission in order to obtain a valid certificate of insurance guarantee

·  Actively communicated with the FHA and VA offices as well as appropriate internal and external parties to obtain documentation for insurance guarantee

· Assured that all underwriting and closing conditions satisfied supporting documentation

· Cross- trained other team players

EDUCATION

Saint Hubert High School for Girls, Philadelphia, PA

· General Studies/H.S. Diploma received

ADDITIONAL PROFESSIONAL SKILLS
· Ability to retain and apply knowledge rapidly

· Superior organizational and administrative skills 

· Ability to offer analytical and objective ideas

· Proficient in Outlook, Ca$H, Commander, Microsoft Office Suite
REFERENCES

· Furnished upon request
