                      RESUME
Josey Lucero


      720-436-0498

         jojoseyjo@yahoo.com
PROFILE


Professional offering exceptional administrative skills.  A self starter who can work independently or as a team member.  A quick learner with great enthusiasm.  I welcome multiple duties, and thrive on providing excellent customer service with being detail oriented, always organized, and having a take charge attitude with leadership abilities.

COMPUTER SKILLS
Have the ability to navigate the internet, experience with MS Office, Outlook, Access, QuickBooks, and a variety of property management software.

ADMINISTRATIVE  SKILLS

Strong written and verbal communication, file management, data entry (alpha/numeric) average strokes per hr 10/359 with a 98% accuracy, type 65 wpm, can operate copy machine, postage machine, and fax machine.

EXPERIENCE
Real Estate Personnel, August 2008 – Present, Temporary Assignments.  Did leasing agent and manager assignments at various locations for residential property management companies.  Did administrative duties that included file management, rent collection, and making bank deposits.  Did leasing, marketing, and advertising.  Also did property inspections and supervision of staff when needed. 

Westport Apartments, November 2011 – April 2012, Full Time Manager.  Did administrative duties that included file management, rent collection, and making bank deposits.  Did leasing, marketing, and advertising.  Also did property inspections and coordinated vendor maintenance repair work.

Xcell Radiology Salvage Company,  August 2010 – December 2011, Part Time Contract Personal Assistant. 

Did administrative duties that included file management, and  inventory accounting.  Composed and generated correspondence to prospective clients, sent out account invoices to current clients, kept office and tax information orgainized.
Elkco Property Management, January 2007 – August 2008, Full Time Manager.  Did administrative duties that included file management, rent collection, and making bank deposits.  Did leasing, marketing, advertising, and resident event planning .   Composed resident correspondence, did accounts payable/receivable, generated daily and monthly accounting reports, did soft collections.   Also did property inspections, supervised staff, collected repair bids, and coordinated vendor maintenance repair work.

Renaissance Property Management, January 2004 – May 2006, Full Time Manager, Assistant Manager.   Did administrative duties that included file management, rent collection, and making bank deposits.  Did leasing, marketing, advertising, and resident event planning.   Composed resident correspondence, did accounts payable/receivable, generated daily and monthly accounting reports, did soft collections.   Also did property inspections, supervised staff, collected repair bids, and coordinated vendor maintenance repair work.  Tax credit/affordable housing properties.
EDUCATION
Red Rocks Community College, December 2009, Emily Griffith Opportunity, 1985-1987.
