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Lisa Buteau
508.829.6276
67 Mount View Drive, Holden MA 01520
labtulips@yahoo.com
	Highly motivated professional seeking Administrative position.  Excellent computer and phone skills with the ability to multi task. 

Professional Profile

	

	· Microsoft Office / Excel
· Scheduled meetings / appointments
· Customer Service Relations
· Work independently
· Organized special events
· Accounts payable
	· Administrative support
· Strong organizational skills
· Business Partner Relations
· Multi line phone system
· Office Management


	Professional Experience

	Key Home Mortgage
October 2010 – February 2011(Laid off)
Mortgage Loan Closer
Responsibilities:

· Review loan information entered into software system
· Coordinate and maintain communication with borrowers and business partners i.e. Real Estate Agents, Attorney’s and Appraisers
· Maintain a pipeline, meeting all commitment, closing and rate lock dates
· Reviewed commitment letters and appraisals

· Collected and reviewed any necessary paperwork needed to close the transaction for accuracy.

· General office management i.e. answering a multi line phone system, ordering of supplies, greeting customers and setting appointments

· Review final file for accuracy and to ensure all documents meet or exceed compliance standards


	Holden Municipal Light Department
May 2008 – October 2010
Customer Service Representative

Responsibilities:

· Prepare monthly bills and verify accounts for accuracy
· Evaluate all relevant information to handle customer inquiries  

· Assist Superintendent with administrative duties
· Review purchase orders for payment

· Assist bookkeeper with posting data, trial balance and paying bills.

· General office management i.e. answering a multi line phone system,  greeting customers and setting appointments

· Track and record daily work of linemen 
· NEPPA Customer Service Leadership Certificate
Countrywide Home Loans, Shrewsbury, MA
July 1997 – October 2007
Loan Closing Department

Responsibilities:

· Review loan information entered into software system
· Coordinate and maintain communication with borrowers and business partners i.e. Real Estate Agents, Attorney’s and Appraisers
· Maintain a pipeline, meeting all commitment, closing and rate lock dates
· Reviewed commitment letters and appraisals

· Collected and reviewed any necessary paperwork needed to close the transaction for accuracy.

· General office management i.e. answering a multi line phone system, ordering of supplies, greeting customers and setting appointments

· Review final file for accuracy and to ensure all documents meet or exceed compliance standards

	

	Education

	Hudson High School

Business Curriculum
Diploma Received

	References

	· Available upon request



