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Professional Summary
Experienced Real Estate Sales Assistant with comprehensive knowledge of the real estate closing process. Adept at online marketing maintaining property databases and maintaining contact with prospective sellers and buyers. Specializes in residential properties and apartment complexes.
Core Qualifications
· Proficient in the use of Microsoft productivity software
· Currently studying for real estate license
· Able to multi-task effectively
· Strong communicator in person in email and on the phone
· Expert at staging properties
· Dedicated and willing to work long hours
· Comprehensive understanding of all sides of the closing process
Experience
Real Estate Sales Assistant
5/1/2010 - 7/1/2014
Tandem Real Estate
New Parkland, CA
· Maintained contact database of buyers and those that expressed an interest in selling.
· Responsible for updating and properly utilizing company social media pages.
· Set up open houses with clients and did final preparations prior to open house occurring.


Real Estate Sales Assistant
6/1/2006 - 5/1/2010
Peterson Homes
New Parkland, CA
· Responsible for maintaining active contact with local real estate developers and investors.
· Worked with out of town clients looking to buy property in the immediate area.
· Distributed promotional material to announce upcoming open houses and new properties being listed.
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Real Estate Sales Assistant
11/1/2000 - 6/1/2006
Williams Properties
New Parkland, CA
· Maintained database of foreclosed and distressed homes in the area.
· Worked closely with buyers to help make the closing process smoother.
· Responsible for developing and distributing promotional materials for all open houses.


Education
Associate's Degree - Real Estate Sales
2000

Citcomm Community College
New Parkland, CA

