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	Summary of qualifications
	10 Years Experience in Property Management 

	Skills
	*YARDI Voyager      *Back ground checks   *Credit checks     *Generate Documents & Reports
*SafeRent                *Microsoft Outlook       *Microsoft Word   *Maintain & Edit Confidential Files
*OnSite                  *Microsoft Access       *PeachTree            *Microsoft Binder              *Section 8

*Process Evictions  *General Leasing        *Microsoft Excel    *Microsoft PowerPoint      *HUD

*Tax Credit             *Datastream                *AMSI                    *MRI

	Education
	GraceHill Online Training for Apartment Management

AA Degree  7/01

Heald College, School of Business and Accounting

Implementation of recycling project through environmental science course

Dean’s List

	Professional experience
	9/08 to 12/08  Assistant Property Manager

*122 units *Tax Credit Administrative Duties *HUD certifications and re-certifications *Generate Documents *Maintain & Edit Confidential Files *Background Checks *Maintain & Edit HUD Waiting List Book

5/08 to 8/08   Temp- Property Management

Commercial Property Administrator

*150-350 units *Tax Credit and Conventional Administrative Duties 

*General Leasing *Generate Documents *Maintain & Edit Confidential Files *Background Checks

2/08 to 4/08     Temp- Apartment Manager

*Manage 142 units * Administrative Duties Including Evictions

*Maintained 97% occupancy while staying within budget with 10 move-outs and rented 10

9/06 to 1/08     Apartment Manager

*Manage 100 units *All Administrative Duties Including Evictions

*Took occupancy from 79% to 98% by cleaning up & upgrading property, while keeping within budget. Basic resident retention by being proactive in the community.

9/05 to 8/06     Apartment Manager

*Manage 100 units *All Administrative Duties Including Eviction

*Took occupancy from 80% to 100% with a waiting list, by listening, walking property, making sure work orders were completed within reason. Resident retention with activities, & basic caring & consideration for the residents. Prepared and presented property for successful sale.

11/03 to 7/05    Apartment Manager

*Manage 65 units *Administrative Duties

*Took occupancy from 89% to 98% *Clean laundry & Ground Maintenance *General Leasing *Generate Documents & Reports *Maintain & Edit Confidential Files *Full Cycle of Eviction *Back ground checks *Credit checks

04/03 to 11/03  Housekeeper

*Windows  *Cleaning Lobby and Windows  *Cleaning Apartments

01/01 to 07/01 American Red Cross Bay Area Chapter

Special Projects Assistant/ Internship Through Heald Business College

*Composed Request Letters For Donation *Assisted in Organizing Events *Formulated Excel Spreadsheets *Maintained & Edited Confidential Files *Performed Secretarial Duties *Generated Mail Merge Documents & Reports

04/98 to 09/01 Housekeeper

Night Monitor & light maintenance/ Leasing *Showing Apartments *General Leasing *The overall cleaning and maintenance of the apartments *Cleaning laundry rooms and bathrooms  *Monitoring clubhouse/ Lockup


Scope of Work Performed

· YARDI Voyager.

· Full cycle Accounts Payable and Accounts Receivable.

· Journalize transactions, reconcile and analyze General Ledger Accounts.

· Month-end close- Resolve any customer issues in regards to payments.

· Work with off-site/on-site property management staff.

· Perform other responsibilities that may be assigned from time to time.

· Maintain ethical, professional, and courteous relations with contractors and tenants.

· Perform as a team member with all employees, administration of activities related to the physical operation of the property, including but not limited to: operations, engineering, cleaning, repair, parking, security, landscaping, manage fiscal activities of the property including, but limited to: on-site bookkeeping, operations analysis, budget management, develop, implement and maintain marketing strategy for both current and prospective tenants, including but not limited to: responding to telephone and on-site inquiries, guiding tour groups, negotiating lease contracts.

· Maintain and edit confidential files.

· Process evictions.

· Background checks and credit checks.

· Direct all emergency procedures including, but not limited to: establishing plans, implementing practice, monitoring equipment, executing plan in live emergencies, directing evacuations, bomb searches and life safety alarms as deemed reasonable and prudent, assisting emergency authorities and response teams in capacity of fire/life safety director.

· Comply with all company and regional policies.

· Meet the highest attendance and punctuality requirements.

· Visually inspect building, including the garage & tunnels.

· Climb up & down stairs and ladders for inspections and emergency procedure practice or implementation.

· Physically withstand long working hours.

· Detect emergency alarms- auditory and/or visual.

· Use of olfactory, auditory and visual senses.

· Interact with employees, visitors and contractors with poise and diplomacy.

· Establish and maintain a cooperative working atmosphere among staff.

· Exchange ideas, information, and opinions with others to formulate policies and programs and/or arrive jointly at decisions, conclusions, or solutions.

· Maintain a calm demeanor in emergencies.

· Apply principles of rational systems to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists.

· Interpret instructions in written, oral, diagrammatic, or schedule form.

· Compose business letters, expositions, summaries, and reports using proper format, punctuation, grammar, diction and style.

· Read and interpret newspapers, periodicals, journals, manuals, financial reports, and legal documents.

· Compute discount, interest, profit and loss, commissions, ratios and proportion, and percentage.

· Calculate surfaces, volumes, weights and measures.

· Integrate analyses of data to discover facts and/or develop knowledge concepts or interpretations.

· Produce computerized spreadsheets.

