Tonya Cannedy
Las Vegas Metropolitan Area
307.699.4184
linkedin.com/in/tonyacannedy
tonya.cannedy1@gmail.com
Processing Specialist | Project Facilitator
Drive Business Needs while Cultivating Team Culture

Energetic trailblazer with recognized talent in high-performing procesing and program management. Top performer with unparalleled project management skills and ability to work on multiple initiatives simultaneously while meeting deadlines and exceeding performance goals. Dedicated to optimal customer experience, connective relationships, and growth of teammates and personnel while producing profitable results.
Expertise in: 
	· Non-Profit Fundraising
	· Marketing Opportunity Development

	· Program Management
	· Budget Management

	· Public Relations
	· Partner / Channel Management

	· Strategy & Account Planning
	· Cross-Functional Communications
· 


Experience
AMROCK, Remote
2020 - 2022
Purchase Escrow Specialist
2022
Reviewed mortgage processes including purchase agreements, taxes, and fees for accuracy. Drafted HOA documents. Researched and resolved customer inquiries.
· Collaborated with lenders, attorneys, real estate professionals, and notaries, processing complex mortgage documents and ensuring closings occurred within contract date.

· Coordinated with buyers and sellers, providing smooth home buying transactions.
Refinance Escrow Closer
2020 - 2022
Worked with lenders and notaries to obtain accurate closing packages. Calculated payoffs, reviewed taxes and added title fees to final documents for approval.
· Maintained communication, updating all parties on closing status.
NATIONAL SEATING & MOBILITY, Remote
2019 - 2020
Funding Specialist

Ensured order accuracy. Verified and explained benefits to clients.

· Created funding package, ensuring proper delivery to client and filing to insurance.
DESERT VIEW HOSPITAL, Pahrump, NV
2016 - 2019
Physical Therapy Technician

Assisted physical therapist, including cleaning therapy areas and equipment, preparing paperwork, verifying insurance, assisting patients with prescribed exercises and making appointments.
· Maintained stock room, ordering supplies as needed.
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LIVE LIKE LEXI, Remote
2016 - 2019
Non-Profit Development

Solicited businesses to donate cash or prizes for various fundraising events, including golf and cornhole tournaments. Booked entertainment for events.
· Secured business relationships, supporting fundraising efforts.
· Managed advertising, overseeing social media and delivering flyers electronically.
Additional Professional Experience

WYNDHAM DESTINATIONS, Las Vegas, NV
Marketing Professional

AUTO DETAIL OF JACKSON AND ADVANCED GLASS AND TRIM, Jackson, WY
Office & Operations Manager

ST JOHNS HOSPITAL, Jackson, WY
Scheduler
ROCKY MOUNTAIN BANK, Jackson, WY
Customer Service Representative

IFREEDOM DIRECT CORPORATION, Salt Lake City, UT
Loan Officer (10 states)
INTERMOUNTAIN HEALTHCARE, Salt Lake City, UT
Laboratory Assistant, Exception Handling

MEDSOURCE RX, Salt Lake City, UT
Pharmaceutical Sales Representative

UTAH BUREAU OF FORENSIC SERVICES, Salt Lake City, UT
Evidence Supervisor

Education
· Associate in General Studies (AGS), College of Southern Nevada, Las Vegas, NV
· Business and Marketing Coursework, Southern New Hampshire University, Manchester, NH
