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Objective
Office administration position utilizing my demonstrated organization, customer service, and communication skills.

Profile 
· Motivated, personable business professional with a successful track record of management and small business ownership.  Proficient in Microsoft Word, Excel and Outlook with a talent for mastering new technology, including industry-specific software.  
· Diplomatic and tactful with colleagues and customers at all levels, having managed both union and non-union personnel.  Accustomed to handling sensitive, confidential records.  
· Demonstrated history of producing accurate, timely reports meeting the requirements of regulatory agencies and industry standards.  
· Flexible and versatile – able to maintain a sense of humor under pressure. Poised and competent with demonstrated ability to easily transcend cultural differences.

Skills Summary
	· Report Preparation 
· Written Correspondence
· General Office Skills
	· Customer Service 
· Scheduling
· Marketing & Sales
	· Accounting/Bookkeeping
· Front-Office Operations
· Professional Presentations




Employment History 
AMTRUST BANK F/K/A OHIO SAVINGS BANK – CLEVELAND, OH 	2000 to 2009
Senior document specialist/administrative assistant 
· Acted as the central contact person for Bank’s national wholesale sales force and its correspondent lenders.
· Reviewed, researched and submitted findings on applications for broker and correspondent relationships with our company.
· Generated various sales and commission reports for account executives and senior management.
· Responsible for maintaining and ordering department’s supplies and consumables.
· Audited mortgage documents and prepared for delivery to investors.
· Worked with correspondents/brokers to clear deficient loan packages.

CHASE MANHATTAN MORTGAGE CORP. – CLEVELAND, OH 	1999
Contract Loan Acquisition Auditor
· Examined mortgage documents from correspondent lenders.

BINDER-JOHNSON BROADCASTING, INC. – OSWEGO, NY 	1992 TO 1998
Principal/General Manager, WZOS Radio 
· Managed all aspects of day-to-day operations, supervising six full- and part-time employees.
· Led station’s programming, marketing and sales effort.
· Oversaw accounts payable/receivable, invoicing, billing, budgeting.
· Responsible for compliance with all government regulatory requirements.
· Developed and implemented strategic marketing plan for business.

MALRITE COMMUNICATIONS GROUP, INC. – CLEVELAND, OH 	1983 to 1991
Director of Programming, WHK Radio , 
· Directed a twenty person department, with direct responsibility for station’s on-air product, its talent and support staff.
· Handled union relations and contract negotiations for on-air talent.
· Built and developed relationships with our several radio networks and program suppliers.
· Responsible for implementation of the department’s annual expense budget and timely reporting to company executive management.

Awards
· Recipient of Malrite’s Employee of the Year award in 1988 for taking its flagship station in a new programming direction.

Education 
CUYAHOGA COMMUNITY COLLEGE – Cleveland, OH
JOHN CARROLL UNIVERSITY – University Heights, OH
CATHEDRAL LATIN/NOTRE DAME ACADEMY – Cleveland, OH
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