Ann Marie Gaylord
123 East Main Street,

Tucson, Az 85701

Cell: (520) 323-1234 / H. (520) 323-1234

PROFESSIONAL SUMMARY

Administrative Assistant with extensive experience in residential and commercial real estate, mortgage banking and health care. Over 12 years experience as Executive Assistant in a corporate environment.

EMPLOYMENT EXPERIENCE

Pantano Home Mortage

Tucson, Arizona

Position: Transaction Coordinator -March 94 to Present

· Responsible for meeting with clients, taking loan applications, pre-qualifying borrowers

· Communicated effectively with all borrowers to bring their loan to smooth closing

· Set up loan file in Point program to interface with Automated Underwriting program

· Reviewed loan approval from Underwriter and obtained prior to signing (doc) conditions.

· Handled administrative duties pertaining to Branch Manager's book of business

· Worked closely with Escrow companies and real estate agents on all transactions

First Ethna/Home Loan Executives

Tucson, Arizona

Position: Transaction Coordinator/Admin. Assistant Jan 92 - Mar 94
· Responsible for meeting with clients and taking loan applications

· Communicated effectively to borrowers regarding their purchase or refinance transaction

· Facilitated pre-underwriting

· Shopped various loan programs with outside Wholesale Lenders when necessary

· Worked closely with Escrow companies to obtain Title work, purchase contracts, etc.

APPLICATIONS

Microsoft Word
ACT Client Database Program

Microsoft Excel
MS Outlook

Microsoft Publisher
Desktop Underwriting Calyx Point (Loan program)

EDUCATION/TRAINING

Central Arizona School of Real Estate by Gerald Little, Tucson Hogan School of Real Estate, Tucson

Thornton Community College, Thomton, Illinois, Business Administration Pima Community College, Tucson, Arizona



Thornridge High School, Dolton, Illinois
