Linda Holmes
303 830 1665 

OBJECTIVE:
Seeking to obtain a position which I am able to perfect my skills that I have learned from previous employment as well as to learn new things.

SKILLS:   Bi-lingual, Certified for AAMD’s Advanced Fair Housing, Certified AAMD’s Leasing Boot Camp, MS Word, Excel, Outlook, and the Internet, general receptionist & administrative experience, 2 yrs in Call Center, strong organization & answering multiple phone line system, Extensive customer service experience, retail, cashier, 2 yrs collections experience.

CAREER HIGHLIGHTS

Pomeranz Realty Property Management			 01/08– Still employed
Property Manager
· Provide Property Management for 25 Units for Residential Rental Property
· Leasing Agent…conduct tours of property for perspective tenants…answering questions about pricing 
· Verify applications and follow up on applications including resident screening 
· Prepare leasing agreements 
· Posting ads online to Craigslist 

 
Able Body Labor Staffing Services				     08/07 – 02/08
Branch Manager
Plan and direct branch activities to successfully meet goals and objectives.
· Spend majority of time performing outside sales calls. (ex. 9am-3pm four days a week)
· Utilize a consultative sales approach to actively develop and increase sales opportunities.
· Oversee risk management.
Professional Resources Staffing Inc.			     09/06 – 07/07
Recruiting Specialist 

1. Evaluate candidates strengths compared with clients requirements by, for example, evaluating, screening, and interviewing the candidate in person or via telephone.
1. Complete necessary pre-employment processes including reference checks and background/drug tests. 
1. Manage contract employees while on assignment. Assess and investigate contractor related problems, and administer performance counseling, coaching, and disciplinary measures when necessary. 
1. Maintain relationships with industry contacts to provide customer service, gain industry knowledge, and get referrals and sales leads.
