Sonia Rosen
3142 St. Vincent St, Philadelphia, PA 19149

Sgmoo13@aol.com, 215-460-6123
===========================================
OBJECTIVE: Secure a position as an assistant with a company that I can share my years of experience.
WORK EXPERIENCE: 
Century 21 Advantage Gold-Realtor/Realtor Assistant



2010-Present
*Oversee all aspects of a real estate transaction-Meet with buyers & seller, assess their needs, customize listing presentations for each seller, assess homes for repairs, recommend plumbers, roofers, electricians and other home maintenance repair people, market each home on MLS Trend and on different social media outlets, schedule showing appointments with agents, sellers and buyers, coordinate home inspections and bank appraisal inspections, request feedback from agents regarding showings on clients home, discuss all feedback with clients, advise clients on price reductions, negotiate terms and selling price with other agents on clients behalf , attend home inspections with clients, negotiate any home repairs, order title, clear any items on title that may affect settlement, schedule settlement with clients, agents, title clerk, attend settlement with clients
*Coordinate appointments with sellers/buyers, mortgage brokers, inspectors, appraisers & agents
*Maintain database, keep in contact with past & future clients *Maintain files, update social media 
*Monthly Newsletters, weekly letters to new client prospects, mailings after each home sells to potential home sellers, mail yearly calendars, 
*Plan and coordinate yearly Casino Night Fundraiser for Easter Seals-find venue, pick menu, hire casino company, hire DJ, coordinate with 10 Century 21 Advantage Gold offices to sell tickets, get donations for raffles and have volunteers for night of event, solicit monetary donations from real estate vendors (mortgage companies, home inspectors, title companies, insurance companies, lawyers, and anyone else we deal with in real estate tractions) also solicit donations from area business, restaurants, sports teams, museums & anything we can raffle off).  Order tickets, flyers & banners, attend all 10 office meetings and market the event to all the agents, Attend meetings with EasterSeals representative.   
*Day of event-set up registration table, raffle tables, silent auction, vendor information tables, organize volunteers, point person for casino company, venue employees, EasterSeals employees & Century21 brokers & owners. 
Historic Abstract –Title Clerk







2016-2018

*Oversee all aspects of title work-order title online with the search company, update searcher with any additional information given buy clients, download title information into the title program, make sure all information is correct, pass title on to supervisor for approval, clear any items on title-tax issues, past water and gas bills, order tax certifications, contact County and City Municipal offices for inspections, tax & utility bills.  
*Provide administrative services-answer phones, order office supplies, FedEx items, maintain client data base, host duties day of settlement, distribute mail, and schedule settlements with agents, clients and mortgage companies.

*Write, Review and Distribute titles, deeds and insurance policies.
*Liaison between -buyers, sellers, mortgage companies, real estate agents, insurance companies, tax offices, utility companies.
Adath Jeshurun-Receptionist  







2012-2013
*Provided administrative services for the Rabbi and Executive Director-answer phones, direct calls to everyone in Synagogue, distribute mail throughout offices, filed.
*Answer phones & greet congregants.
*Tracked donations-set up spreadsheets for each different donation category.
*Handled all mass mailings-proof-read, printed, folded, stuffed, stamped and mailed.
*Assisted with preparations for all religious and non-religious holidays celebrated in the Synagogue community-mailings, registration, donations, food requirements, and volunteers.  

*Assisted with monthly Newsletters.
Philadelphia School District-Teachers Assistant




2010-2012

*Assisted kindergarten, 1st & 2nd grade teachers-roll call, morning stories, check homework, taught manners, escorted children to and from classes.
*Taught children how to read & math skills, one-on-one lessons.
*Administrative duties-answered phones, made copies, filed, prepared lessons & homework.

Advantage Closing Services -Conveyancer
 




2007-2010
*Handle all aspects of a real estate transaction after the contract is signed-set up folders for each new transaction, order title report, order county and township inspections and certifications, order mortgage payoffs, deposit checks, make sure all time lines are met.
*Coordinate city & township inspections with agents and clients.
*Schedule settlements with title companies, clients, agents and mortgage companies.
*Administrative duties-answer phones, data entry, file.
The Hill at Whitemarsh- Marketing Assistant
/Event Planner



2001-2007

*Provided administrative services for the all Executives and Sales Associates-answer phones, ordered office supplies, registered all new clients, mailed all marketing materials, put marketing packets together, distributed mail, data entry.

*Planned all social events for marketing/sales events- point person from beginning to end of the event, picked venues, picked menus, manned registration tables, track budgets, ordered client gifts, arranged speakers for event, planned the event agenda
*Coordinated mass mailings-reviewed letters, printed, folded, stuffed, stamped and mailed 
*Greeted all clients in the office, set up coffee and tea stations, 

*Weekly Reports-new clients, members who bought homes, event numbers.
*In charge of member data base

*Trained all new Marketing Assistants at other communities 
Starr Restaurants-Event Planner






2001-2000
*Planned dinner parties for parties 12 and more-arranged with clients which restaurant, menu choices, payments, seating arrangements, dietary restrictions, greeted client and guests day of the event.

*Coordinated with restaurant managers, chef and wait staff client menus and requirements-flowers, special celebrations, registration table.
*Visited restaurants on weekly biases to stay abreast of the everyday 
EDUCATION:
Schlicher-Kratz Real Estate School, Niagara County Community College, Mercyhurst College

REFERENCES:

Available upon request
