AMANDA LOPEZ						8437 Everett Way Unit E
									Arvada. Co 80005
									720-220-6824
									Amandalopez967@gmail.com


OVERALL QUALIFICATIONS

Over 18 years of office management
Brochure Production
Website management
Some Quick Book Data Entry
Purchasing: Office machines and office supplies
Website advertising
25 Years Data Entry
Exceptional Communication Skills
Self-starting: hardworking, very dependable and eager to learn.

WORK HISTORY

Metro Brokers Arvada-Vance (June, 1997-October 31, 2014

Management of Real Estate Office consisting of up to 100 Agents
Coordination and liaison for communication between Realtors, Title Companies, 
Home Buyers and Sellers.
Input of Real Estate information d photographs into Real Estate Web Sites and agents Web sites
Creation and maintenance of FARM areas using Matrix and IRES Web Sites 
Processing of Virtual Tours
Coordination of 12-line switchboard telephone system
Purchasing of office needs
Coordination of USPS Bulk Mail
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