Cecilia Webb �150 South B Street, Tustin CA 92780�714-832-9048 �ceciliabrknurhrt@aol.com��PROFESSIONAL SUMMARY�A professional with practical experience in the understanding of real estate transactions. Demonstrated ability to multi task, be a team player and maintain the integrity of the Purchase Contract. ��CAREER EXPERIENCE��Century 21 Superstars, Aliso Viejo Ca, 2002- 2003 �Personal assistant and transaction coordinator: Calvin Hull : Coordinated and monitored terms of contract for team, from opening to close of escrow and all terms set forth in purchase contract. Phone and e-mail contact with all parties, customer service, phones, coordinating and follow up all inspections required in time frames allowed. All mailings, flyers, marketing and learning the basics of loan processing.��ReMax Premier Realty, Irvine CA, 2001 - 2002�Transaction Coordinator: Salaried employee of Re/Max, offering my services to agents on a need to basis, for a fee. Coordinated and monitored terms of contract for agents, from opening to close of escrow and all terms set forth in purchase contract. Customer service, phone and e-mail contact with all parties, coordinating and follow up on all inspections required in time frames allowed.��First Team Real Estate, Anaheim Hills & Fullerton CA, 2000 - 2001�Transaction Coordinator : Salaried employee of First Team, offering my services to agents on a need to basis for a fee. Coordinated and monitored terms of contract for agents, from opening to close of escrow and all terms set forth in purchase contract. Phone and e-mail contact with all parties, coordinating and follow up for all inspections required in time frames allowed.��Century 21 Sunny Hills, Fullerton CA, 1998 - 2000 �Personal assistant - escrow coordinator : Jaime Yiang: coordinated and monitored terms of contract, from opening to close of escrow and all terms set forth in purchase contract. Phone contact with all parties. Met with various inspectors, buyer or sellers, managing client files, phones, customer service, assistance with listings, previewing, marketing and tele-marketing. Average escrows (12-20) per month. Closed 104 transactions in 1999.��John Aust, Orange CA, 1997 - 1998�Administrative assistant: Part time position, coordinated and monitored terms of contract, from opening to close of escrow. Phone contact with all parties. Met with various inspectors, buyers or sellers, managing client files, phones, customer service, previewing, design and distribution of flyers, marketing promotions.��Clayton Controls, Costa Mesa CA, 1992 - 1996�Receptionist, Executive Assistant, Accounts payable: High volume switchboard, 200+ calls per day. Assistant to Vice President, executation of all formal quotes, mail, data entry, record keeping, formatting, distribution of vendor product catalogs and software, back up invoicing, maintaining follow-up itinerary of outside sales customer request visits. Interactive with inside/outside sales, petty cash - walk-in customers. Follow-up, reconciliation of vendor invoicing, vendor check runs, spread sheets, follow through with vendor shipping errors, maintained all internal employee records. Inventory/purchasing office supplies.��Engineered Automation Systems Incorporated, Tustin CA, 1990 -1992 �Receptionist: phones, mail, general office back up word processing, data entry, inventory/purchasing office supplies. Incoming/outgoing correspondence, special project distribution of materials. Special messenger services. petty cash.��Computer Skills:


Word Perfect, Excel, Internet, Specialized Real Estate Software��Education:


Santiago Canyon College - 1998 - Present �Fullerton Junior College - 1962- 1963 �Buena Park High School 1957- 1961��Personal:


Divorced�U.S. Citizen�Excellent Health��References:


Excellent references upon request���





