Cathy Sauls
1321 Eastbrooke Trace

Marietta, Georgia  30066

770-971-1367

CSauls1@comcast.net
Objective
An entry level position in the paralegal field in a role that will leverage my previous mortgage, accounting, and general business experience.

Education
Paralegal Certificate 
Kennesaw State University, Department of Continuing Education

BBA/Marketing

Georgia State University

Professional Experience

Financial Freedom



Atlanta, Georgia



         2005-2008
Funding Administrator

· Audited and approved funding for closing packages on retail and wholesale loans for monies to be released, with 98% accuracy.

· Funded and cleared most stipulations in a one day time frame.

· Consistently ranked in top 5 performance in the turn time of loans.

· Exceeded daily quota by 25%.

· Managed wholesale loan data so that funders could access the loans.

· Processed incoming loan packages averaging 100 a day.

Heritage Lending and Investments, LLC
Marietta, Georgia                                                           2005

Post Closing Coordinator

· Developed post closing filing system for closed loans, which improved customer service by promptly finding 100% accurate data.
· Developed appropriate cover letters on closing packages pleasing correspondent lenders.
· Managed shipping process of closing packages and recorded documents with high accuracy and customer satisfaction.
· Audited closing conditions in a manner that ensured that conditions were cleared.
· Managed the recording of Assignment of Mortgage and Security Deeds and associated processes.
· Performed scanning all closing packages and loan files, simplifying processes.
· Deposited checks into correct bank accounts.
Loan Processor

· Organized loan files for submission to underwriting, simplifying their work process.

· Ordered correct documents that enabled file closures.

· Promoted to Post Closing Coordinator.
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Home Capital, Inc.



Atlanta, Georgia



        2002-2004 Compliance Specialist

· Reviewed all denied and withdrawn files.
· Oversaw that all loans were in compliance with RESPA guidelines.
· Supervised four RESPA Specialist.
· Designed filing system to lookup when RESPA notice was turned in.
Loan Processor
· Processing RESPA documents.

· Ordered mortgage payoffs, VOE, VOI, mortgage clause change, flood certifications, and other documents to close files efficiently and with clockwork regularity.

· Cleared conditions so loans closed on time.

· Shipped original loan file to underwriting of specific lender with 100% accuracy.

· Trained six new junior processors.

· Promoted to Compliance Specialist.

Bomber Battery, Inc.

            Marietta, Georgia                                                  1983-2001

Office Manager/Administrator     
· Performed all accounting functions to include: accounts receivable, billings, collections, accounts payable, expenses, bank reconciliation, order processing, inventory, payroll, and daily sales reports.
· Ordered all office supplies, supply services and repairs on equipment on a timely, as needed basis.

· Handled personnel inquiries and supervised applicable response actions.

Additional Certifications

Notary Public

Certified Mortgage Specialist in Loan Processing

Capstone Institute of Mortgage Finance

Licensed Realtor

Atlanta Institute of Real Estate

Professional Affiliations

Georgia Association of Paralegals

Cobb County Legal Secretaries Association

Computer Skills

Microsoft Office 2003 certificate Word, Excel, PowerPoint, Outlook
Westlaw

Mortgage Software
