Teresa K. Hartnett
146 Linton Drive ( Acworth, Georgia 30102 ( hartnettteresa@hotmail.com ( 770-715-4085
PROFILE
A talented motivator and team player who is consistently credited with exceeding goals while maintaining the highest quality standards.  Computer literate, proficient with Windows XP, Microsoft Applications, and the Internet.  Extensive practical hands-on experience as assistant manager of a small business.  Excellent record of developing lasting relationships with clients.  Effective working alone or as a team member.  Professional in appearance and presentation. Able to prioritize and operate proactively.  Self-motivated, hard-working individual.
EXPERIENCE
2008 - Present
Member Service Representative, Georgia’s Own Credit Union


Serves as a liaison between the member and the Credit Union.  Responsible for providing accurate account information and professionally handling member’s daily needs.  Provides a variety of transaction services for members including opening/closing accounts, operating data processing system to maintain accounts and post deposits, withdrawals, and loans.  Maintains and balance cash drawer.  Provides information about credit union services and policies such as loans, shares, IRAs, and payroll deductions.  Markets credit union services through cross selling.  Conducts loan interviews, process loan applications, and notify members of loan decisions.  Delivers and witnesses signing of loan documents.
2006 - 2008
New Business Development Officer, Georgia’s Own Credit Union
Responsible for engaging new sponsor companies through cold calling, scheduling meetings, community outreach, and attending events to professionally network the Credit Union’s services to the business sector.  Served as a liaison between the sponsor companies and the Credit Union.  Focused on improving relationships with current sponsor companies by attending sponsor company functions such as benefit fairs, conventions, and training orientations.  Assisted with development and production of financial seminars for employees and members.  Supported the marketing department with creative development, edited, and proofed publications.  
2005 - 2006
Junior Scenario Analyst, PHH Mortgage

Responsible for providing up front lending decisions based on information provided by the applicant.  Provided guidance to loan officers and sales consultants by answering guideline and product questions.  Ensured salability by adhering to Northern Trust and PHH guidelines, products, and programs.  Assisted in training team players on conforming, non-conforming, and jumbo sized loans.  Performed second reviews and approved loans which are in excess of underwriters’ authorized limit.  Held monthly meetings with other team players to discuss departmental issues, new procedures and policies, and obtained feedback on ways to improve the mortgage process.   
2004 - 2005
Document Review Analyst, PHH Mortgage
Responsible for reviewing and analyzing credit, asset, and income documents to assist loan processors in effectively closing first mortgage loans.  Detected fraudulent loans by knowing and following current underwriting guidelines, policies, and procedures.  Assisted loan processors by offering feedback and provided documentation alternatives.  
2004 - 2004
Mortgage Associate, Alluvion Staffing
Responsible for delivering files and documents to and from counselors.  Assisted counselors in locating files, retrieving files, and special requests.  Stocked printers, sent faxes, and distributed papers off the printers.  Checked counselor’s desks for outgoing files.  Distributed closing documents to auditors.  Researched packages, files, and mail to insure correct destination.    
2003 - 2004
Certified Marketer of BellSouth, Shepard & Shepard Inc.

Responsible for marketing BellSouth services to new and existing customers through face-to-face interaction.  Responsible for presenting, closing, and building rapport with professionals.  Assisted customers based on needs and product knowledge.  Trained and developed team members on product knowledge, territory management, inventory, and warehouse settle up.

MANAGEMENT EXPERIENCE
1998 - 2001
Assistant Manager, RJ’s Disc Exchange

Researched CD stores in preparation for opening small business.  Responsible for day-to-day operations for maintaining store and inventory.  Entered inventory in store computer; printed and distributed reports.  Assisted in cashiering, selling, ordering inventory, and handling daily issues related to customer sales and service.

SKILLS
Proficient in the following: Microsoft Windows XP; Microsoft Applications including Excel, PowerPoint, Word, Publisher; Internet, and email, types 65 wpm.

EDUCATION
2003

Valdosta State University, Valdosta, Georgia
Bachelor of Business Administration, Marketing

GPA: 3.81/4.0 (Magna Cum Laude)

Honors: Hope Scholarship (1999-2003); Dean’s List (7 semesters); Top Class Graduate

REFERENCES
Available upon request.

