Alicia Wilson

5400 N.W. 39th Avenue, Apt. 192, Gainesville, FL 32606

H352.682.7458 • C352.682.7458 • awsage11@gmail.com

Dear: Hiring Coordinator

Your posting for an A/P Administrative indicated the requirements that closely match my background and expertise. I have enclosed my resume to provide a summary of my qualifications and background for your review.

Throughout my career I have maintained the highest performance standards within a diverse range of administrative and management functions, which are clearly illustrated by my past successes. 

I would bring an element of experience and expertise to your company because of my extensive work using your software on a customer basis. With my background in property management and utilizing your software I will be able to serve your customers in assisting to solve problems. 

With excellent organizational and communication skills, outstanding work ethic and the ability to work well in both team-oriented and self directed environments, I am positioned to exceed your expectations. I would welcome an opportunity to meet with you to discuss my qualifications and candidacy in further detail. I will be flying into Denver on November 7th, 2013 and will be there throughout the weekend. I hope to meet with you soon. Thank you for your consideration.

Sincerely,

Alicia Wilson

Enclosure

Alicia Wilson

EXPERIENCE

Contemporary Management Concepts, LLLP.: 01/2007 - Present

Accounts Receivables

· Manage all account receivables for 16+ apartment communities of varying size

· Reconcile monthly bank statements

· Balance fiscal owner reports, prepare them for review and packaged them to be mailed out on a monthly basis

· Monitor Aged Receivables as well as file evictions when necessary

· Review and correct lease documents as they come up from on-site management offices

· Answer and direct incoming telephone calls for multiple lines

· Complete training of incoming mangers on the use of management software

· prepare customer statements, bills and invoices 

· research and analyze accounts

· generate weekly aging reports

· prepare accurate monthly billing adjustments 

· investigate and resolve billing and account discrepancies

· manage and resolve customer inquiries

· follow up and allocate payments

· resolve accounts receivable issues with customers

· assist with month-end closing

Contemporary Management Concepts, LLLP.: 02/2005 - 12/2007

Property Manager

· Managed multiple residential apartment communities simultaneously; Responsible for managing occupancy levels and resident retention as well as reporting to the corporate office, regional manager and property owners
· Monitored occupancy and availability of units; Managed entire process - move-outs, apartment turning, property inspections, move-ins

· Maintained up-to-date database; Ensured collection & deposit of all rent and deposit fees 

· Negotiated rent renewals with existing residents

· Addressed complaints and resolved issues in a timely and professional manner

· Coordinated maintenance, input payables for vendors, coordinate vendors and janitorial staffing throughout the properties
· Conducted resident relations program, on-site events, etc.
Contemporary Management Concepts, LLLP.: 12/2004 - 02/2005

Leasing Agent

· Responsible for providing leasing information and tours to prospective residents, and converting them from prospective lessees to lessees

· Maintained up-to-date database; Prepared move-in and prospect packets

· Administered follow-up of all rental inquiries and maintained lease expiration programs

· Ensured that the grounds, showing routes, models, leasing carts and office are ready to use and view

· Prepared lease paperwork; Verified applications and notified of approval and denial

EDUCATION

Cooke Real Estate School: Present

Santa Fe College, Gainesville, FL: Present

Associate of Arts in Business Administration and Accounting

Bell High School, Bell, FL: 2000 - 2004

SUMMARY OF QUALIFICATIONS

Database Management: Expertise in invoice and payment transactions: Account reconciliation: Advanced clerical knowledge : Accounting familiarity : Billing Administration : Office Organization : Marketing : Property Management : Meeting Sales Goals

Remarkable experience in property Leasing & management 

Profound ability to make effective sales presentations 

In-depth knowledge of Fair Housing Laws 

Proficient with Yardi, Word, Excel and Outlook  

Ability to use standard office equipment - telephone, computer, calculator, etc

Ability to handle sensitive and confidential assignments with tact and diplomacy 

Excellent oral and written communication skills 

Superior sales and negotiation skills 

Strong problem solving skills

Knowledge of key accounting principles and procedures

Knowledge of Fair Credit Reporting Act and Fair Credit Billing Act

Recent Training in Property Solutions Entrata Management Software

SOFT SKILLS

Exceptional Organization : Analytical in Reasoning Skills : Articulate and Well-spoken : Excellent Communication Skills : Pleasant and Professional Phone Etiquette and Customer Service : Flexibility : Accurate and Detailed : Ability to Self-Manage : Experienced at Managing Others and Working in Groups : Work Well Under Pressure : Professional Work Ethic : Loyal

REFERENCES

Angela Cox

Owner of Catching Memories Photography

http://www.catchingmemoriesphotography.com/contact.html
High Springs, Fl 

352-226-5706

Donna Foster

Sister

Gainesville, FL 

352-213-3261

Donna Barnes

Co-worker

Alachua, FL

352-317-1612

Melanie Ling

Co-worker and Director of Marketing

Gainesville, FL

305-299-6887

Katherine Hauser

Life long Friend & School Teacher

Cross City, FL

352-210-7204

