
Renae Marie Brauer
	11601 Decatur St. #P-103 • Westminster, CO 80234
	720.232.1478
rmbrauer@gmail.com


Goal: 
To obtain a full-time position that will allow me to contribute my skills in a team environment, and which will provide opportunities for personal and professional growth.


Skills and Attributes:
• Extremely detailed oriented and organized  		
• Keyboard – approximately 60 w/p/m  
• Proficient in navigating and utilizing the Internet 	
• Basic Word and Excel 
• Excellent communication skills
• Ability to process and facilitate new concepts
• Strong work ethic 					
• Loyal to friends, family and employer
• Punctual 						
• Flexible work schedule
• Ability to follow detailed directions and work without supervision


Employment History:

Real Estate Personnel –May 2011 – 2013

2011- 2013:  As a temp for Comcap Asset Management, I was hired for a project which involved scanning over one thousand 50-200 page files, while simultaneously auditing them for accuracy and completeness, and entering household demographics into a spread sheet. I interacted with several departments to secure all necessary/ missing components of each file.   I also organized over 50 boxes (7 years) of dead files.   Because of my organization and accuracy, I worked unsupervised after only two days, and completed the project ahead of the scheduled 3 month deadline. Following this project, I learned that there was need of a housekeeper with attention to detail.  I filled that position for several months.  I also filled in as receptionist and leasing agent, and asked for filing assignments when things slowed down.  Later, I was recognized by the Vice President for my work ethic, attention to detail and ability to learn new skills quickly.  She placed me in several different capacities to cover vacations and complete special projects throughout the portfolio.   


Olson Landscaping and Design - summer 2013: 

My reputation for a strong work ethic led to employment through an acquaintance-referral.  The skills I acquired in this position are: irrigation installation and repairs, decorative edging and walkway design and construction , tree/shrub/ flower planting and maintenance, ground preparation and sod laying, decorative rock installation, and other miscellaneous aesthetic landscaping strategies and techniques.

Wal-Mart 

As part of the Inventory Management Systems team, my responsibilities included setting up the backroom, unloading freight from 1 – 3 different trailers, organizing the freight onto pallets for the correct department, paying attention to product and stacking stability of each pallet, down stacking grocery freight according to each aisle on sales floor, taking product to and from the sales floor and organizing overstock into the correct bins in the backroom. This position requires being a team player, but also the ability to work on your own with minimal supervision. 

Patti’s Place 2005-2011

I worked for my ex-mother-in-law’s sole proprietorship serving food and snacks to a 2,000 person call center.  Responsibilities included balancing cash and credit card receipts, stocking and maintaining inventory, and food service.  

Wendy’s Corporation – 1999-2005

I advanced from food preparation / cashier to shift manager.  Responsibilities included balancing cash to receipts for multiple registers, preparing bank deposits, monitoring and ordering inventory, scheduling and managing 15 employees per shift, training of personnel, and problem resolution.


References:  Attached





Personal and Professional References


Vivian Markham
Vice President - Comcap Asset Management
720-272-7751
Westminster, CO
[bookmark: _GoBack]Vmark61@yahoo.com


Danette Jaszczyk
Accounting Manager
Castlegate Apartments / Comcap Asset Management
303-420-1575
Denver, CO
djazz@comcapmgmt.com


Kristie Hazlett
Community Manager –Steadfast Management Company
Former Compliance Specialist at Castlegate Apartments / Comcap Asset Management
303-995-1364
Brighton, CO
Hazlettmk@msn.com


Richard Olson
Owner – Olson Landscaping and Design
720-297-5470
Arvada, CO

