
Olivia Federico

7934 McKamy Dr.

Frisco, TX. 75034

214-641-1533--ofederico3@hotmail.com

Objective
With over 10 years of professional administrative, project management and sales experience, I am seeking an opportunity in which I can apply my skills and expertise and contribute to the success of your organization.  

Education
Accounting Assistant Certificate, Brookhaven Community College 2000

B. S. Business, Marketing, University of Phoenix 2011-2012
License and Certifications 

Texas Real Estate Licensee, Texas Real Estate Commission, since 2004

Certified Stager, Staged Homes 2007 

Skills
Proficient in Spanish, both verbal and written

               
Expert in project-contract negotiation and execution

               
Proficient in Microsoft Office 2010-MS Project 2010
Experience:

2004-Present
Goldman Briggs Real Estate Group, Plano, TX.


Real Estate Consultant/Project Coordinator

Residential Sales, Lease Agreements, Property Valuation and Market Analysis 


Handle multiple projects and or contracts simultaneously and communications with a diverse group of contractors and vendors 

· Prioritize and ensure that tasks are completed as scheduled  

Business Marketing activities for lead generation


Contract Review, Negotiation, Contract Execution, Contract Monitoring and Closing.  


Agent Recruitment and Mentoring- Professionally compare our business model with other Brokers and outline our benefits. Provide information to new agents about our office policies and procedures 


Budget Management and Market Forecasting, work closely with three principals 


Event Coordination for agent recruitment and business growth

2002-2004
Patients Comprehensive Cancer Center, Carrollton, TX.

Administrative Assistant


Safeguarding confidential HIPAA patient files 


Managing patient admission and release


Scheduling radiology treatments and follow ups


Spanish translator for non-English speaking patients and Doctors

1997-2001
Lockheed Martin/Habitech, Dallas, TX.

Project Coordinator/Administrative Assistant


Project Management-Assisted Engineers with projects deadlines and completion of bar code readers utilized to process US mail


Electronic Components Inventory Management, to maintain project schedule and lower inventory costs 


Travel and Event Coordination for 10 engineers  


General Office Duties, front desk reception, office supplies purchases, mail processing, and shipping

Memberships
Collin County Association of Realtors, National Association of Realtors, since 2004

References
Available upon request


