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	Objective

	To further my professional career in real estate while diversifying my skills as part of a larger organization. 

	

	 (
Review 
& process 
ma
intenance requests from tenants
 
Exemplary customer service when dealing with tenants, owners and vendors. 
Work with vendors and in house maintenance techs to coordinate necessary maintenance to one of over 400 managed 
properties
)Experience	

	Mountain-n-Plains, Inc.                                         

	Fort Collins, Colorado                                              

	Assistant Maintenance Coordinator
August 2013 – February 2015


 (
Showed pr
operties to perspective renters
Reconciled security deposit and balanced tenant ledgers with tenant charges. 
 
Knowledgeable of entire rental process from being approved for a property to the move out procedure. 
)
Leasing Agent Intern
January 2013 – August 2013



	

	 (
Served, bussed, hosted and clean
ed in a high volume atmosphere
Obtained extensive customer service experience.  
Use interpersonal s
kills to ensure repeat business
)

	Tortilla Marissa’s Restaurant

	Fort Collins, Colorado

	Server

	October 2006 – October 2012

	
 (
Given exceptional responsibilities 
based on 
proven trust and demonstrated work ethic. 
Open
 up business five days a week
 
Operate in
dependently for majority of day
)

	Piccolo Roma Italian Restaurant
Olympic Park, Sydney, Australia
Supervising Server
September 2009 – March 2010

 (
Prepare loan documents for imaging.
 Service paid off loans. 
Maintained insurance was current on active mortgage loan files. 
)

	TierOne Bank 
Lincoln, Nebraska
Lending Assistant
May 2004 – August 2006 


	

	 (
Additional Professional Skills
Proficient in all Microsoft Office applications
Proficient in QuickBooks programs and software
Volunteer for P
artners Mentoring Youth May 2013
-Present
)

	Professional Education

	Colorado State University, 2008
Fort Collins, CO
Bachelor of Business in Real Estate Finance



	Professional References
	Charlie Koons
	Managing Broker and Certified Property Manager 
	Mountain-n-Plains, Inc.
	375 e Horsetooth Road #3-100
	Fort Collins, CO 80525
	970.221.2323

	Shayna Nashelsky
	Program Coordinator
	Partners Mentoring Youth
	530 S. College Ave. Unit #1
	Fort Collins, CO 80524
970.484.7123

Kathy Fleming
Principal
Saratoga Elementary School
2215 S 13th St.
Lincoln, Nebraska 68502
402.436.1166
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