        LYNETTE C TACORONTE
12673 Forest Drive - Thornton, CO
l_taco@yahoo.com Cell (720) 436-7860
PROFESSIONAL SUMMARY_____________________________________________________________________

Committed and motivated with exceptional customer-relation and decision making skills. Strong work ethic, professional demeanor and great initiative.

SKILLS________________________________________________________________________________________
· Professional phone etiquette






· Excellent communication skills

· Customer service oriented

· Flexible

· Excellent planner and coordinator

· Work well under pressure

· Pleasant demeanor

· Multi-line proficiency

· Project planning

· Invoice processing

· Accounting familiarity

· Team Building 

· Appointment setting

WORK HISTORY______________________________________________________________________________
3/2014-Present 
Information Operator

University of Colorado Hospital 

●
Receive and processes incoming calls from the switchboard and route to proper places. responds and alarms according to policies and procedures. 

●
Provides assistance with the use and distribution of pagers for hospital and medical staff and supports the paging system.

●
Supports the hospital and system philosophies as well as maintain exemplary guest relations attitude. 

●
Accountabilities: receives and processes incoming and outgoing calls for the communications department. 

●
Follows proper protocol for all emergency procedures. 

●
Maintains exceptional guest relations for UCH and UCD and promotes the hospital /system philosophy

5/2013-3/2014 

Leasing Professional 
Newcastle Properties – Broomfield/ Edgewater
●
Creates and maintains a welcoming office environment for potential resident by providing  refreshments, cleaning and opening the model apartment for tours and completes daily inspection of tour route and model for appropriate curb appeal

● 
Screens and selects qualified and appropriate applicants in accordance with policies as well as Equal Housing Opportunity      
●
 Demonstrates complete knowledge of the features and benefits of the community as well as trends and features of the local market to better position the Company’s offerings verses competitors programs, campaigns, and vendor relationships in accordance with market surveys and company sales goals

       ●
Inputs all traffic into system accurately and follows up with all potentials to answer questions

       ●
Prepares market surveys and weekly occupancy reports and provides findings to the Propert y Manager

       ●
Inspects vacant  units and identifies rent-ready status and follows up with the maintenance team as necessary
       ●
Prepares, stocks, and distributes all leasing materials including move-in packages for new

          
residents, renewals and marketing materials in the leasing office for potential residents on a first  visit

       ●
Maintain and oversee all resources, keys, and other temporary items for resident use at front desk.
06/2012 to 05/ 2013 
Corporate Receptionist 
RAC Transportation –Commerce City 
· Answering mutli-line telephone calls, directing calls, taking messages, provided details to phone callers, in office visitors, and directing individuals to various departments. 
· Ensuring staff whereabouts, and keeping record of sign-out/sign-in for staff and visitors and customers. 
· Dealing with inquiries or requirements of the customers and public. 
· Providing general office and management support to all levels of professionals. Scheduling sessions, planning events, keeping consultation record either digitally or personally. 
· Preparing characters and records, receiving and searching out e-mail and transport. 
· Auditing invoices for interlines and other terminals.
· Greeted numerous visitors, VIPs, vendors, and interview candidates
· Opened and properly distributed incoming mail. 
· Managed office Supplies, vendors and organized upkeep.
07/ 2011 to 06/2012 
Assistant Property Manager/ Administrative Support 
WoodHaven Management - Denver, CO
· Main contact of all areas of administrative work, assist property manager with current tenants pertaining to issues concerning the property of 254 units and prospective residents. 
· Assist in marketing and advertising programs, budget exposure, outreach and market surveys. 
· Handled customers effectively by indentifying needs, quickly gaining trust, resolving problems to maximize efficiency. 
· Write, edit, and proofread letters, proposals, reports, and other documents. 
· Prepare spreadsheets, track data, and develop summary reports. 
· Provide a broad-spectrum of clerical support including copying, scanning, and processing incoming and outgoing mail and packages, Organize electronic and paper files, Schedule appointments and teleconferences, and handle A/R, A/P. 
· Answer phones, greet clients, and work with outside vendors. 
· Review existing processes and develop improvements/solutions. 
· Assist with confidential paperwork and sensitive issues. 
· Provide backup and assistance to other administrative staff. 
11/ 2006 to 3/ 2011 
Assistant Property Manager 
Holland Residential LLC –Thornton, CO
· Responsible for all areas of administrative work, assisted property manager with current tenants pertaining to issues concerning the property of 464 units and prospective residents. 
· Mentoring and training of new leasing consultants., Assisted in marketing and advertising programs, budget exposure, outreach and market surveys. 
· Assisted with hiring, performance reviews and task assignments, supervised leasing staff and contributed to writing newsletters, collecting rent, paying bills, processing move outs and making final decisions regarding applicants. 
· Familiarity with Citrix, Rent Roll, LRO, Excel, Word and Outlook, Yardi.

EDUCATION __________________________________________________________________________________

1995
High School Diploma


Iver C Ranum High School- Westminster, CO

1997
Criminal Justice


Denver Business College- Westminster, CO

SKILL HIGHLIGHTS __________________________________________________________
· Energetic and highly organized, self starter with 10+ years experience in a fast paced office, deadline driven environment. Excellent communication skills. Team building, employee motivation, training and development. Strong Customer Service, Microsoft outlook, Microsoft Excel, Creative problem solving, Mutli-Task Management,  Advanced Leasing, Customer Relations, Fair Housing, PowerPoint, YARDI, KeyTrak.
