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	Objective


A position in a fast-paced work environment, where I can contribute my experience in customer service, office administration and computer training to help deliver on the organizations mission and goals.   
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	Education


Computer Science | Community College of Philadelphia
Feb 2018 – Present
Course Work: JavaScript, HTML, CSS, Microsoft Office Pro
Associates in Liberal Arts | Finlandia University 
2007 – 2009
Course Work: Biology, Psychology, Sociology, Ethics, World History, World Religion, English 
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	Skills


	· Property/Leasing Management 

· QuickBooks

· Property Management Software:  Yardi, Rent Manager, Blue Moon 

· Technical Skills: HTML, CSS, WinDSX, SAMrf, MLS, Microsoft Office Outlook 365
· Training/Staff Development 
	· Sales 
· Customer Service 

· Social Media Marketing/Posting

· Lease/Real Estate Contracts 

· Real Estate Sales/Marketing 

· Office Administration 

· Market Research 




	
[image: image8]
	Experience


Leasing Consultant | Altman Management, Philadelphia PA
March 2017 – Present
· General office assistance including but not limited to answering phones, screening messages, software, filing, ordering office supplies and sorting package/mail accordingly.
· Assist manager in developing and implementing effective marketing strategies to increase property traffic and act as a Risk Manager to ensure the safety and well-being of our residents and property.
· Assist the Property Manager with resident’s documents/Leases to ensure important documents and letters are delivered to resident’s in a timely manner.

· Work with clients face-to-face on a daily basis. Listen/communicate well with resident’s in a professional and pleasant manner.

· Ensure guest cards are completed, entered into property management software, and follow up is completed for prospects. 
· Accurately prepared and be knowledgeable with all lease-related paperwork, from application process through move out in accordance with company policy.

· Attend continuous training regarding Fair Housing Laws/Ethics.
· Host community events to help develop a professional and long-term relationship with resident’s and to increase retention.
Leasing Manager – Rogers Park Area | Ansonia Property, Chicago IL 
February 2016 – November 2016

· Provided regional manager with unit inventory and traffic report. Developed and implemented a plan for marketing the property and improving resident satisfaction.
· Greeted prospective residents, completed guest card information, established program eligibility, determined needs and preferences, conducted sales tours of the community and specific apartments while communicating features and benefits and secured applications from qualified persons.

· Maintained awareness of local market conditions, competitors and trends through active market surveys.

· Inspected models, move-ins and "market ready" vacancies daily to ensure move-in ready condition. Also, physically inspected property when on grounds, picked up litter and reported any service needs to maintenance staff.

· Utilized multiple media platforms, including but not limited to telephone, text, email and social media, etc. to perform follow-up with prospects in accordance with company guidelines.

· Prepared and qualified applicants for approval based on properties rental/program requirements. Worked with the resident and third parties to verify sources of income for the resident (if applicable).
· Completed all lease paperwork including related lease addenda and accepted rents and deposits.

· Provided the team with weekly reports of move-in and move-out inventory and processed maintenance service requests if needed.
· Performed any additional duties assigned by the Property Manager, or Regional Director.
Real Estate Agent | Keller Williams North, Grand Rapids MI 
April 2015- FEBRUARY 2017

· Marketing and Sales
· Performed duties such as CMA, property listings and interviewed prospective clients.
· Accompanied clients to property site, discussed condition of sales and drafted up real estate contracts.  
· Performed pre-listing analysis 
· Scheduled/Host Open House  
· Provided 3rd party vendors for any client needs regarding home repairs and financing. 
· Worked with clients and customers face-to-face daily. Listening to their needs and communicating effectively and pleasantly.
Accommodation Service Executive | Booking.com, Grand Rapids MI 
January 2013 - April 2015

· Assisted hotel partners with online marketing and pricing using the booking.com intranet tools.
· Promoted the Booking.com culture and helped prospective clients join Booking.com
· Resolved complaints and concerns in a professional and efficient manner. 
· Provided accurate, valid, and complete information by using the right tools, methods, and processes.

· Ensured a high level of customer service and a positive guest experience.
· Supported colleagues with peer learning and being open to feedback from others.
· Positively participated in company events, and in weekly team meetings

· Participated in new projects and tests.
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	REFERENCES 


 
Provided Upon Request 
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