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SUMMARY OF QUALIFICATIONS

Over 20 years experience in many aspects of real estate transactions including mortgage lending, legal, title escrow, and homebuilding.  Experienced in closing, funding, post closing review, and final documents.  Extensive background in title commitment evaluation and title clearance matters.  Responsibilities included, but not limited to, adhering to policy, procedure and federal guidelines as well as maintaining compliance to all Respa/HMDA regulations.  Ability to work with deadlines and pressure.  Excellent communication skills.

PROFESSIONAL EXPERIENCE

Burnside Homes, Downers Grove, IL




           April 1990 to Present

Closing Manager/Organization Director 

Closing Manager for Chicagoland area homebuilder.  Responsibilities include: prepare, schedule and attend all closings on behalf of the Builder, organize and maintain all customer files from point of sale through post closing, including ordering of all closing documentation, warranty and special program enrollments.  Negotiate and process all contract documentation, homebuyer selections, maintain all budget and buyer data in corporate database. Prepare and distribute weekly sales data to management, bank representatives and equity investors. Management and training of all new hired personnel, including TQM training, contract preparation and product knowledge.  Establish and maintain programs with the preferred lenders.

LaSalle Talman Home Mortgage, Orland Park, Illinois                   February 1989 to April 1990

Sr. Closing Officer/Funding Supervisor 

Responsible for closing team, including scheduling, document preparation and loan funding.  Assisted in securing pricing for closed loans and packaging same for the secondary market. 

First American Title Insurance Co., Chicago, Illinois                    
         1987 to February 1989

Escrow Closing Officer

Responsibilities included: closing of real estate transactions and title clearance.  Assisted in training of staff for scheduling and confirming closings, and final HUD-1 preparation and distribution to all parties involved. 

Capitol Federal Savings of America, Oak Forest, Illinois
 
                        1983 to 1987

Sr. Closing Officer/Closing Supervisor

Responsible for scheduling and preparation of closing documents, funding and packaging of loans for secondary market.  Training of personnel at initial time of hire for various departments. 
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