	Contact


	Tel : (970) 409-0525
Email :reyes_melissa20@yahoo.com


	Melissa Reyes
Date of birth : 1 September 1990

	

	Address

4117 Meadows Avenue. Evans, CO. 80620

	

	Profile

Objective

I am a self driven individual, seeking a management position and/or front desk position, with administrative support duties in a company for which I can grow and gain more knowledge and experience. 
Availability

From December, 2013
Skills and Proficiencies 
Yardi

Pinntranet

Real Page

Kronos/Quickbooks
MS Word

MS Outlook

MS Excel

Internet



	Education



	2009 to 2012
Colorado Mountain College
Frisco Colorado
2008 to 2009

2005 to 2007
Aims

Greeley Colorado

Attended Greeley West High School

 Greeley Colorado
Work Experience

 Farm Labor Housing 
Full-time job

Site Manager  
March 2012 to Current
· Variance Analysis and Budgeting for properties 

· Payments (scanner & manually entering payments)

· Weekly Report (Daily) & Month In Close 
· Trainings, Office Materials, Meetings Coordinator, & balancing office finances. 

· Monthly inspections for three properties. 
· Accounts payable and accounts receivables 
Keystone Employee Housing 
Full-time job

Assistant Manager 
September , 2009 to March 2012
· Front desk duties, costumer care. (Questions, phone, work orders, etc.)

· In charge of notice log and location report. (updated daily)
· Paper work: filing, check in and/or out, month schedule, late letters, balance accounts, etc.
Rodarte Cultural Recreation Center(City of Greeley)
Full-time job

Administrative Specialist  
April , 2009 to August 2009 
· Customer service and front desk duties

· Update calendars, organize rentals and/or appointments
Languages
English (native)
Spanish (fluent)



