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Skills
Able to work with most computer softwares, communication, comfortable working alone or with others, & bilingual.
Experience
September 2016-January 2018
American Facility Services - Administrative Assistant
	●
	Greet and assist all walk ins

	●
	Answer all phone calls and direct them as needed

	●
	Respond to all emails

	●
	Help applicants fill out applicaitons

	●
	Run background checks

	●
	Schedule interviews

	●
	File

	●
	Make Badges for new employees

	●
	Assist anyone in the office with whatever they need 


October 2015-September 2016
United Management - Property Manager
	●
	Answer Phone calls (Residents, Vendors, & Prospects)

	●
	Post to Craigslist

	●
	Manage 4 different off site properties

	●
	Tour & Lease available units

	●
	Run background checks & apply prospects

	●
	Create Lease

	●
	Deposit & Post money

	●
	Organize weekly meetings with maintenance

	●
	Fill out 3 Days monthly when rent is late


August 2013-June 2014
Career Strategies - Temp Leasing Agent
· Answer phone calls (Residents, Vendors, & Prospects) 
· Tour & Lease Units
· Update resident information system (Yardi & Onesite)
· Check traffic and contact prospects
As a temp agent I also worked for Real Estate Personelle, 
JWillimas, & BG staffing doing the same duties as with Career Strategies.( 2014-2015)
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Education
Class of 2013
Sheridan High School
· GPA of 3.0
· Honored in Math
· Honored in English & Spanish
References
· Career  Strategies: (720) 489 3084
· JWilliams Office: (303) 675 8755
· Real estate Personnel (303) 832 2380
· United Management: Bev Church (720) 532 5129
· AFS Group: (720) 725 7163
· Estrella Bello: (720) 723 9405
· Lynette Garcia: (720) 875 1328
