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SUMMARY

Strong background and experience in subsidized housing regulations, policies and procedures.  Key strengths in resolving customer issues and managing costs.  Excellent communication and interpersonal skills serve as the basis to effectively collaborate and maintain positive relationships with staff and management.  Proficient in the management of a diverse range of departments, professionals and communities.  
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AREAS OF STRENGTH

Customer Service  Accounts payable/receivable  Managing Payroll and Benefits  Budget Preparation  Bilingual   Organization and Time Management QuickBooks   Reconciliation  Data Entry  Vendor Management   Leasing and Cost Management   Notary Public   Activity Director



PROFESSIONAL EXPERIENCE

Kappa Management, Inc.	1990 - 2013
Denver, CO
Property Manager

Maintained full occupancy of all properties within Kappa Tower.
Worked closely with company partners to ensure smooth operation of day-to-day operations.
Coordinated the communication and distribution of benefit information to employees.
Responsible for collecting rent from residents.
Prepared deposits for bank delivery.
Managed the accounts payable and receivable duties.
Kept all financial records accurate through utilizing QuickBooks.
Responsible for purchasing all office supplies as needed.
Prepared vouchers for property subsidy payments.
Cleared all vendors for move in/move-out.

