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Summary

Assistant Manager adept in customer relations, sales, collections and real estate management. Seeks a challenging position in property management with room for continued growth and professional development.

Accomplishments

•Implemented new rent collection procedures, decreasing delinquency from $20,000 in late September of 2012 to under $1,500 in December of 2012. 
•Promoted from Sales to Assistant Manager after only four months of employment with Alliance Residential Company.
•Received Assistant Business Manager of the year nomination by Alliance Residential Company for the Arizona Multi-housing Association Awards in 2010.

Experience

Assistant Business Manager
April 2009toCurrentAlliance Residential Company－Phoenix,AZ
• Worked at several properties in the Alliance Residential portfolio, ranging in size from 150 units up to 400. 
• Assisted with several property management take overs and completed the due diligence process for each.
• Trained in MRI, Yardi Voyager, On-Site, Sure Deposit, Lead2Lease, Resident Works and utility billing procedures.
• Maintained low rent delinquency for my owners and was able to get below 1.5% on all take over properties within three months.
• Worked diligently to collect money in house for all past residents bad debt.
• Have an extensive knowledge of the Arizona Residential Landlord and Tenant Act, as well as Fair Housing law.
• Responsible for paying invoices and ensuring that the property did not go over budget on expenses.
Property Manager
October 2011toApril 2012AZ Real Estate and Property Management－Phoenix,AZ
• Helped Broker of company to manage a portfolio of 280 single family homes.
• Worked directly with owners to develop budgets for each investment property.
• Responsible for listing rentals on Arizona Regional Multiple Listing Service and ensuring all information was accurate and up to date. 
• Maintained extensive knowledge of the bylaws, covenants, conditions and restrictions (CC&Rs) for each HOA within my portfolio.
• Helped to obtain new business prospects and assist the Broker and Realtors with files and projects.
• Assisted with staging vacant rental homes and showing properties to prospects.
Education

Real Estate Licensing,2011Arizona School of Real Estate and Business－Scottsdale, AZ
Coursework in Real Estate Law, Risk Management, Fair Housing, Finance and Accounting. 
High School Diploma:2006New School for the Arts and Academics－Tempe, AZ

