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	OBJECTIVE
	A position that will utilize my strong people skills, organizational abilities, and business experience.


	SKILLS
	Computer Skills
	1. Keyboarding 64
· Word 97
· Excel 97
· Access 2000
· Windows 98
· Internet Savvy

	1. E-Mail
· Knowledge of:
· Outlook 2000
· Power Point 2000
· Print Artist 12.0
· Graphics Suite 2e

	· Photoshop 7.0





	· 



Office Skills
1. Provide high quality customer service to tenants and prospective   
       residents
· Skilled in assessing needs in customer complaints and demands
· Excellent organizational skills
· Heavy telephone contact
· Maintain phone, mail, fax, and weekly traffic logs
1. Light bookkeeping            
· Bill payment
· Requisition of office supplies
 


	EDUCATION
	2000 – 2003     Regional Occupational Program     Burlingame, CA
Computer Applications For Business Courses – Certificate of Completion


	EXPERIENCE
	1991 - 2010      Central Apartments       San Francisco, CA
	
Administrative Assistant 1995 – 2003

1. Tenant relations management-including
· complaint and problem troubleshooting
1. Property management correspondence
· Promote lease renewals
· Approve prospective tenant move-in files
· Conduct periodic market surveys   
· Initiation of eviction process

Leasing Consultant 1991 - 1994

· Answered phones
· Conducted sales tours with prospective residents
· Review applications, screening interview
· Verify prospective tenants rental and employment history
· Process lease documents, and tenant correspondence
· Posted rental receipts



	PERSONAL
	1. Work independently, team player, flexible, stable, mature,
       self motivated, strong work ethic







