HEIDI NICHOLS

711 Bowman Ave Salem Va, 24153
heidirnichols@hotmail.com
 (540) 793-2045
Employment History

[bookmark: _GoBack]The Capital Realty Group – Tinker Creek Apartments					12/2010 – 09/2012
Property Manager – Section 8 
· Evaluate applicants credit and criminal history to approve or reject for HUD housing
· Audit files to ensure all HUD guidelines are followed
· Calculate individual rent amounts based on income, assets and expenses
· Process rent money, security deposit accounts and work with delinquent tenants when possible or use the judicial system to evict
· Manage the financial aspects of the property and ensure good curb appeal
· Mange all issues on the property – including criminal activity and hostile tenants
· Analyze property and budget to ensure the property is taken care of within a set budget
· Manage all rents and deposits
· Heavy court work to include civil and criminal
· Maximize curb appeal and make sure all areas are clean
· All Human Resource functions – including selecting and managing outside vendors and contractors and maintaining all employment records



Help-U-Sell Valley Properties						9/2004 – 11/2010
Office Manager/REALTOR
· Perform market studies to determine fair market value of a home, taking into consideration GIS, property location, appraisals and improvements
· Data entry (65+ wpm), updating website, answer phones
· Work closely with lenders and closing companies to ensure a timely closing
· Estimate a sellers net proceeds to ensure the seller will be able to sell the home and cover all costs associated with the sale
· Communicate with the seller, buyer, realtors and lenders to make sure all deadlines are met
· Counsel home buyers and sellers on their options, types of loans and available services		
				


Skill Summary
· MICROSOFT OFFICE		 CUSTOMER SERVICE                    SCHEDULING 		  NEGOTIATIONS		
· CORRESPONDENCE		 MARKETING AND SALES            REPORT PREPERATIONS      OFFICE SKILLS
· PROJECT MANAGEMENT                  ACQUISITIONS / MERGERS         COMPUTER SAVVY	  COST COMPARISON 

Education
Franklin County High School                      Diploma                                                     1991
Virginia Western Community College                                                                           1999
Licenses
     Virginia Real Estate Sales Person License 
      Assisted Housing Manager Certification

