
1935 W 102nd Ave
970-599-5477

Thornton, CO  80260
curlysmth@yahoo.com

Laura Anne Smith

Objective
To obtain a position that will utilize my skills to create a successful work 
environment.

Professional
2003 to October 2010
Poudre Property Services
Fort Collins, CO 
Experience
Residential Manager

· Collected rent payments

· Office duties such as faxing, photocopying, answered multi line phone

· Show properties and processed rental applications

· Signed leases with future residents

· Trained the showing personnel

· Reconciliation of Security Deposits

· Signed contracts with new owners

· Resolved all resident and owner issues

· Discussed security deposit disputes with past residents

· Handles Eviction procedure beginning to end

· Made all advertisement and marketing decisions including housing fair


2002 to 2003

Walker Brothers Landscape
Fort Collins, CO


Bookkeeper

· Answered phone lines, scheduled appointments
· Accounts payable and receivable
· Recorded all transactions and balanced bank accounts
· Created and processed all payroll

· Generated and made bank deposits

· Created invoices, tracked and collected overdue accounts

2001 to 2002

Mountain N Plains 

Fort Collins, CO 


Receptionist
· Answered multi-line phone

· Performed faxing, photocopying, and filing duties

· Sorted mail,

· Greeted and directed customers, scheduled showings 


Education
1998 to 2001

Montana State University


Math Major with minor in Accounting - not completed
· Phi Kappa Beta Honor Society

References
References are available on request


