Richard Amelung 

13201 N. 100th Ave

Sun City, Az.  85351
Home: 623-476-7160

 Cell 602-384-4331
Email: phx85023@hotmail.com 
OBJECTIVE: To obtain a technical and management training position that will utilize and expand my knowledge, while allowing for personal and professional growth, and provide the opportunity of pursuing a higher education.

QUALIFICATIONS

Excellent customer service skills, 10 key skills, and general computer skills, able to run postage machine.

 

EDUCATION

June 1980 - Thunderbird High School - High School Diploma

 

EMPLOYMENT 

May 2006 – August  2008
Bear Stearns Residential Mortgage/ Accredited Home Lenders - Post Closing Clerk 

My position here covered all aspects of the Post Closing Department.  Duties included imaging all files over 2000 per month at our peak.  Organized and maintained file room.  Prepared all files and documentation for offsite storage.  Lead person on night shift. Managed up to  8 people.  Retrieval and recreation of files needed for legal or audits.  Opened mail for post closing, processed trailing documents, reviewed, imaged and shipped to appropriate collateral banks. 

January 2006 - March 2006

Ryland Mortgage - Mailroom

Responsible for opening and distributing incoming mail. Logging FedEx packages. Making labels for outgoing packages. Ordered supplies and distributed then when they arrived.  Ran Pitney Bowes mail machine to put postage on all out going mail.
 September 2000 - October 2005

Harris Bank - Courier/Mailroom

Picked up bank deposits and delivered previous day’s deposit slips from clients. Picked up daily mail from post office, sorted and distributed mail to all departments in the bank. Prepared outgoing mail for delivery.

June 1995 - September 2000

Intelliquick-Courier

Made pick-ups and deliveries throughout the valley in a timely manner. General office duties including answering phones, and assisting clients with any problems regarding deliveries.

March 1987 - June 1995
National Processing Co.-Assistant to Supervisor

Responsible for operations in the opening and encoding areas, and for getting all work processed through these areas by the end of the shift. Trained new employees. Operated Opex 100 machine, and performed encoding.

