ERIN DYLA                                                  e-mail: erin5355@yahoo.com
1164 S. Acoma St. #422C  Denver, CO 80210  714.292.5322 (C)
Profile/Qualifications:
· Highly motivated and detail-oriented. Self-starter, requiring minimal supervision.
· Outstanding communication skills with the proven ability to establish and maintain effective relationships with clients, superiors, co-workers, and vendors.
· Well versed in the use of QuickBooks, Microsoft Excel, Word, PowerPoint, Yardi, Oracle, CDS and Adobe Photoshop.
· Extremely reliable worker with excellent planning and organizational skills. 
Education: 
Bachelor of Arts in Communication, Minor in Business Administration - Arizona State University 
Professional Experience:
TeleTech, Englewood, CO
  Global Real Estate Manager - Corporate Real Estate (10/2011-present)
· Create, maintain, and publish lease administration analysis for a portfolio of 100 - 125 properties globally.  
· Prepare monthly rent roll, and ensure all data is accurate before presenting to executive management. 
· Proactively monitor, maintain, abstract and report on all critical lease dates.  
· Process and review rent and related expenses, in accordance with compliance procedures, including sub-tenant receivables, and collections.  
· Created a system to ensure timely payments in the Philippines, in turn, helping reduce Real Estate's interest fees by approximately $200,000 annually. 

Cushman & Wakefield of Colorado, Inc. Denver, CO
       Property Administrator (11/2007-10/2011)  
· Created, planned and implemented tenant relation programs.  Updated event calendars, newsletters and planned monthly events for our tenants. 
· Administered account payables, receivables, purchase orders, tenant charges and statements daily.
· Constant interface with vendors, created and managed vendor contracts, and assessed job progress in order to maintain our 600,000 square foot building.   
· Established a list of programs, events, activities and an annual budget for management’s review, prior to September of each year.
· Supervised daily tasks performed by team of 5 engineers and an administrative assistant. 
· Created, organized and managed tenant lease files; including lease abstracts, amendments, certificates of insurance, move-in/move-out forms, commencement agreements and daily correspondence.
· Assisted in preparation of reporting as directed; reviewed and audited monthly accounting reports.
· Consistently good reviews from tenants and upper management over the years.

The Agency Arizona, Scottsdale, AZ
Administrative Assistant (12/2006-9/2007)
· Researched and contacted prospective clients and assisted with scouting efforts. Developed an average of four new clients per month.
· Coordinated daily correspondence for 250 models and clients, created monthly newsletters and planned monthly events.
· Administered the bookkeeping by creating and sending out daily invoices. 
· Maintained financial records for the company with accurate and up-to-date monthly account files.
· Prepared and maintained all model books, business proposals, files, resumes and welcome packets.
· Trained new employees in Model Wire, QuickBooks and other business software tools.
Volunteer Activities:                                                                  
· Pi Beta Phi Sorority- New Member Educator	
· National Charity League 
· Multiple Sclerosis of Colorado
