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OBJECTIVE

Seeking a challenging position where I will have the possibility of furthering my knowledge and skills. In addition, to working with a dynamic and professional company.

EXPERIENCE
2010- 05/18/12 Toscana Apartments Arvada, CO 
Assistant manager  
Meet and Greet Prospective tenants
Selling community and management company to prospective tenants 
Excellent communication with issues and concerns
Worked with the leasing process and submit under compliance 
Resident retention
Responsible for re-certifying renewal files 
Marketing (in house, outreach, internet, craigslist management)
Assigning apartment turns and work orders to our maintenances staff
Collecting and Posting of all Monies (running delinquency)


2009-2010 Carmel Partners:
Cypress Point Apartments Denver, CO
Leasing Associate 
Assisted the leasing agents and potential residents
Worked with the leasing process 
Excellent communication with issues and concerns

Seven Oaks Apartments Denver, CO
Leasing Associate
Assisting Community Manger with accepting and posting rent
Managing new lease and renewal offers
Providing experience in customer conflict resolution

2007- 2008 Liberty Creek Apartments Aurora, Co
Leasing/ Customer Service 
Assisted the leasing agents and potential residents 
Worked with the leasing process.
Excellent communication with client issues and concerns.


2006-2007 Lender Live Glendale, Co
Customer Service Representative 
Speaking with Costumers
Answering questions related to the mortgage application.
Processing conditions.
Data Entry 
Working closely with Underwriters, Closers and the Lock department.

2005-2006 Timberwood Apartments Aurora, Co
Leasing/Costumer Service 
Assisted the leasing agents and potential residents 
Worked with the leasing process.
Excellent communication with client issues and concerns.

SUMMARY
Bilingual- English and Spanish. Proficient with Microsoft Word, Excel, Outlook, Mail Merge. Calyx Point5.0. MLS. Yardi. LIHTC-Tax Credit. DU and OES Fannie Mae and Freddie Mac. MRI. Docusign. SafeRent.

