Mike Lee 
6718 Whitehurst Rd.

Canton, MI 48187

(734) 454-0832 (home)

 (734) 674-5380 (cell)

mlee2007@gmail.com

OBJECTIVE

To obtain a full time teaching English position in Korea
EDUCATION

Bachelor of Business Administration Degree in Finance, Eastern Michigan University (Ypsilanti, Michigan) Obtained April 2003. 

WORK EXPERIENCE

Data Entry Operator, at Rose International (on assignment at Bank of America), Livonia, Michigan (August 2008 – October 2008)   Entered alphanumeric data from a variety of sources, including paper-based, electronic and phone into a computer database. Recorded and verified simple to moderately complex data. Corrected errors according to standard procedures.
BSC Specialist/Inventory Control Representative, at Randstad (on assignment at CitiMortgage), Ann Arbor, Michigan (January 2007 – April 2008)  Helped support Broker and Retail Sales and Operations by interpreting and imaging faxes for all channels and all products to the correct loan number and doc code which feeds to Filenet and Citiworks. Was also responsible for researching unidentified faxes.  Was responsible for providing support to the underwriting department by processing work items via internal systems.  Responsible for filing mortgage loan documents, sorting alphabetically and numerically, copying, faxing, collating, inserting materials.  Used a variety of computer applications to complete the mortgage transaction.  Successfully met an hourly and daily quota for data entry on entering loans in internal computer program.
Customer Account Executive, at Comcast, Plymouth, Michigan (June 2005 – March 2006)

Accommodated limited range of subscriber requests, inquiries and complaints.  Handled heavy volume of incoming telephone calls, covering limited range of customer services in a prompt and professional manner, obtaining all information for resolution of transaction.  Answered customer questions regarding billing, service problems, products and features.  Corrected errors and discrepancies on customer billings as necessary. Prepared work orders for maintenance requests after determining if field visits are required, and ensured appropriate follow-up procedures are met.  Performed billing and posting of customer accounts using Speedpay and internal credit card payment server.  Resolved delinquent account balances.  Obtained assistance from supervisor for complex inquiries.   Sold Comcast products and services while performing data entry.  Provided all activities associated with troubleshooting customer support issues, selling, retaining, repair coordination, billing, and general customer support for CDP or Comcast Digital Voice, Comcast Cable, and Comcast Internet services and products.  Performed other related duties as assigned.  
Mortgage Associate, at CitiMortgage, Southfield, Michigan (June 2003 – May 2004)

Primary contact for the customer targeted in a specific mortgage offering.  Position involved specific inbound/outbound call schedules and heavy customer contact.   Completed loan application questionnaires over the phone with current customers.  Processed conventional loans using loan origination software.  Registered loans and shipped documents.  Contacted vendors for loan information and schedule closing.   Prepared and put together closing packages to be sent to borrowers.  Explained and gathered the customer documentation required for loan approval.    Maintained regular contact with the customer to inform the customer of loan status.  Researched and resolved customer complaints and inquiries.   Was responsible for answering general questions about the campaign offering and used a variety of system applications to complete the mortgage transaction.  

Telemarketer, at Window Masters, Farmington Hills, Michigan (April 2002 – September 2002) 

Made outbound calls to potential customers for free estimates on window replacement and siding.  Responsible for generating leads for company and setting appointments with potential customers.  Successfully met weekly and monthly quotas for setting appointments and generating sales.     

SKILLS

Skilled in Microsoft Office 
Proficient in Windows XP 

Strong listening skills

Attention to detail

Strong organizational and time management skills

ADDITIONAL INFORMATION
I am looking to make a career change and experience a new culture.  I am a native English speaker and a U. S. Citizen.  I have a new F4 visa and passport.  Strong work ethic and a desire to succeed.  Results-oriented and capable of working both independently and on a team.  Detail-oriented, able to handle multi-tasks simultaneously.  Ability to work any shift.  Ability to work overtime as needed.  References available upon request.

