Jennifer Johnson
2172 S. Trenton Way 8-301
Denver, CO 80231
720-341-2440
JenniferSalyce@gmail.com

OBJECTIVE: Leasing Consultant

EMPLOYMENT:

Feb 2013 to Present
Acute Property Management
Front Desk Receptionist, Secretary, Leasing Consultant
Answer phones, Tenant relations, File paperwork, Copying/faxing, Send and receive mail/packages, Coordinate with vendors, lease renewals, projects needed by my boss, work with maintenance on calls and scheduling, Coordinate with owners of our properties, schedule fire inspections/boiler inspections, Enter work orders, Dispatch maintenance. 

Sept- 2012 to Jan-2013
Marquis at the Parkway
Leasing Consultant
Lease and Renew apartments, Handle Traffic, Qualify prospects, Show
model homes to future residents, Answer phones, Walk vacant units,
Update Market Surveys, Marketing, File paperwork

June- 2012 to September-2012
Real Estate Personnel 
Lease and Renew apartment communities, Show model homes to future
residents, Answer phones, File paperwork etc

June-2011 to May-2012
Dayton Meadows Apartments
Tax Credit
Assistant Manager/Leasing Consultant
Lease and Renew apartments, Handle Traffic, Qualify prospects, Show
model homes to future residents, Answer phones, Post rent, Eviction
Processing, Enter invoices and work orders, Coordinate with vendors, Walk vacant units,
Update Market Surveys, Marketing, File paperwork

December-2009 to June 2010
Career Strategies
Leasing Consultant
Lease and Renew apartment communities, Show model homes to future
residents, Answer phones, File paperwork etc


SOFTWARE: OneSite Yardi Microsoft (Word, Excel)

EDUCATION
CCA             Business             Graduation May 2015
References available upon request
