LORA PEREA		p (303) 880-4666  | e lruby00@aol.com          17055 E. Carlson Drive  Parker, CO  80134

 
OBJECTIVE:            	I’m a highly motivated person seeking a career that utilizes my skills in my area of competence and enriches my knowledge allowing me the chance to be a part of a team that contributes towards the growth of an organization. 

EDUCATION:              
Parks College – Associates of Applied Science Degree in Paralegal

EXPERIENCE:      

Greystar Management - Leasing Professional						Nov 2013-Present						
· Perform all sales and leasing activities to achieve the property’s occupancy standards 
· Providing exceptional customer service by responding quickly and courteously to resident inquiries and service requests, taking prompt action to resolve problems, communicating to the proper manager when needed, and documenting situations as they occur 
· Process applications, credit screening, criminal background checks, and prepare the lease and move-in packets, and maintain a courteous follow-up with prospects and new residents
· Complete daily, weekly, monthly leasing and marketing reports as required
· Assist with planning special projects and events for residents 
· Complete various accounting, financial, administrative and other reports
· Worked as an integral part of a 17 member staff to run a 728 unit 

Adams #12 Five Star Schools - Business Applications Support Clerk			Oct 2007 – Aug 2009
                   
1. Clerical support to 5 administrators and 14 HVAC technicians
1. Coordinated meetings, conferences, calendars, appointments, and travel arrangements
1. Prepared and verified billing reports, annual budgets, purchase orders, and purchasing card accounts 
1. Tracked and verified payroll information for over 20 employees 
1. Generated requisitions, reviews, and change forms
1. Assisted with interviewing and hiring, addressed external complaints, and internal training

Overberg & Associates - Paraprofessional 						Dec 2005 – Oct 2007 

· Maintained overall administrative duties including screening calls, managing calendars, directing visitors and filing
· Scheduled meetings and appointments, prepared letters, mailings and labels, and processed FedEx
· Data entry of client’s tax return information, maintained client databases, reconciled credit card statements
· [bookmark: _GoBack]Processed quarterly and annual payroll reports


OFFICE SKILLS: 

Typing 65-70 WPM, Internet Explorer, Bluemoon, Lead2Lease, File Cabinet Solutions, Time Slips, Ultra Tax, Word Perfect, QuickBooks, Peachtree, Microsoft Office Suite (Works, Word and Excel), PALM Software, Outlook, SAM (Strategic Account Maintenance), SFS (Summit Financial System), ten key (by touch), OneSite, Posting to Craigslist, and ADP.


VOLUNTEER:     	Parker Citizens Police Academy – 2014     
			St.Judes Fundraising - 2014    
