

  Sooner Capital, LLC – Property Manager (Temporary) – Denver, CO                                                                                               May-Present 2013

Small, locally owned property management company that manages office buildings in the Denver and Aurora areas

•
Maintaining the day-to-day office upkeep—including overseeing cleanliness of interior/exterior and managing vendors
•
Managing a large scale exterior refurbishing project—including xeriscaping property

•
Assisting with office functions including answering phones, responding to emails, and running errands
 Kentwood Company – Social Media Assistant (Contract) – Denver, CO                                                                                          February-May 2013
 Denver-based real estate agency that specializes in high-end property sales.  In 2012, Kentwood conducted over one billion in sales.

•
Developed online marketing strategy using social media and real estate websites 

•
Provided general office support to real estate agent in a fast paced environment
•
Coordinated showings for agent
Cornerstone Apartment Services – Maintenance Technician and Bilingual Leasing Agent – Denver, CO                         October 2009-June 2010

Largest apartment management company in Denver’s urban core; manages seventy buildings and over 1,600 units 

•
Assisted in the renovation of an apartment building; worked within a budget and timeframe; responsible for maintaining a high quality of construction in the areas of electrical, plumbing, and carpentry  

•
Addressed maintenance related issues in different buildings; developed problem solving skills; interacted with tenants in order to reach a solution to apartment problems
•
Leased apartment units to Spanish speaking residents 
   Oaxaca Community Foundation – Volunteer –– Oaxaca City, Oaxaca, Mexico                                                                             June-October 2009
Foundation provides technical and financial support to community-based business enterprises.  
•
Wrote, edited and formatted monthly newsletter in both English and Spanish and worked under deadlines.  

•
Developed Foundation’s social media network using Facebook, Twitter, and YouTube; presented data from Google Analytics in a report to the board illustrating ways to improve website and social media; increased online traffic to website and online donations 
•
Assisted in redesign of website using Adobe Illustrator; proposed design ideas were implemented after review

    Elway’s Restaurant – Food Runner – Denver, CO                                                                                                                                     June-July 2008
•
Served food in a fast paced, demanding environment at a high-end restaurant

•
Worked lunch and dinner schedule
The Map Network – Intern – Washington D.C.                                                                                                                                     June-August 2006
Map-based marketing corporation; designs specialized digital and in-print maps for tourism and large-scale events, such as the Super Bowl; maps optimize advertisement space. 

•
Edited digital maps and was responsible for ensuring exact placement accuracy of points of interest; learned to use multiple software programs for editing
•
Wrote reviews for featured points of interest, such as restaurants, to increase online traffic; researched points of interest using  internet and phone interviews; assisted overall marketing strategy of The Map Network  
•
Developed a new filing system for print maps; increased overall efficiency of finding and filing maps
 EDUCATION

Colorado College – Colorado Springs, CO                                                                                                                                                       May 2009
•
Bachelor of Arts, Major: Political Science



                 Minor: Mexican Cultural Studies

•
GPA 3.56
•
Relevant coursework in Political Science, Economics, English Literature, Spanish language studies

Traveler – Asia and Europe                                                                                                                                                       June 2010-September 2012

•
Independently traveled fifteen countries (thirteen Asian and two European) for two years and three months

•
Spent three months in China and eight months in India
•
Recorded experiences in a travel blog with narratives, pictures and videos
  Abroad Student – Universidad Mesoamericana – Oaxaca, Mexico                                                                                          August-December 2007 

•
Attended Spanish speaking university and lived with Mexican family
•
Took four classes: Spanish Literature, Communications, Photography, and Mexican Culture (all taught in Spanish)

INFORMATION TECHNOLOGY & PERSONAL INFORMATION
•
Languages: Fluent in English and Spanish. 
•
Proficient with Microsoft Office (Excel, Word, PowerPoint, Outlook, Publisher), Yardi, Adobe (Illustrator and Photoshop), Social Media (Facebook, Twitter, YouTube, Google Analytics)

