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EXPERIENCE
Computer Skills/Administrative Skills: 
· I offer a five-year track record in office management and administrative support. 

· Computer expertise, with proficiency in all MS Office programs (Word, Excel, PowerPoint and Outlook).

· Broad-based experience covering a full spectrum of administrative duties, including executive support, office management, , customer care, account management, database administration, document preparation, travel/meeting coordination and project/program support.

· Superior multitasking talents, with the ability to manage multiple high-priority assignments and develop solutions to challenging business problems.

· A proven reputation, with a consistent history of exemplary performance reviews and recognition for driving efficiency improvements to office systems, workflows and processes.

UNITED PROPERTIES								2007 – 2010
Administrative Assistant
UP is a commercial real estate service provider offering a full menu of services including brokerage, property management, construction, corporate services.  My involvement included administrative support for all divisions.
· Assisted in project decision-making by providing market information to senior management
· Delivered market knowledge based on local and national trends, and emerging market conditions.
· Created in depth commercial database on current and historical leasing and sales.  Identified sales and leasing trends. 
· Tracked commercial real estate sales and leasing activity throughout the Denver Metro Area.
· Created PowerPoint Presentations/charts and graphs with research collected.

Coldwell Banker Commercial							2004 – 2007
Administrative Assistant
· Facilitated the roll out of real estate sites for fast growing companies for the entire U.S.
· Researched and analyzed trade areas, traffic flow, property size, zoning restrictions, identified local competitors, and restrictions. 
· Created charts and graphs using raw data I collected.

CO-STAR REAL ESTATE INFORMATION					1999 - 2004
Customer Service Support Consultant
· Provided training and support to clients on Co-Star’s commercial real estate products.
· Installed software and provided on-going technical support to extensive client base of over 250 companies.
· Assisted clients in development of statistical reports.
· Developed and tailored training materials for industry types such as: appraisers, banks, commercial brokers and title companies.
· Maintained client base with on going training and upgrading of software to meet the demands of the current real estate market.


GRUBB & ELLIS									1995 - 1999
Administrative Support
· Researched commercial real estate for the Denver metro area.
· Prepared quarterly statistical reports for inclusion in publications such as Colorado Business Journal, Denver Post and Rocky Mountain News. 
· Focused on unimproved property (land), analysis of plat maps, legal descriptions, and analysis of contracts.
· Contract preparation for brokers

