                            Assistant Property Manager Resume
Kevin Miller
1111, Max lane, Favorite avenue,
Cypress, Alabama-90630
(659) 846-9466
kmiller@sampleres.com 

Objective :To develop my career as a property manager in a highly professional and dynamic organizational environment
Education :
· Secured Bachelor's degree in Arts with specialization in English in the year 2000 from California University
· Completed Master's in Business management with specialization in property management in the year 2002 from Arizona University online
· Secured associate management degree in the year 2004 from California University
Summary of Qualifications:
· Thorough knowledge of property management concepts with formal training and professional exposure
· Posses knowledge about real estate tax billing methods
· Expertise in using MS office tools such as word, excel, outlook, etc.
· Good communication and comprehension skills
Professional Experience:
XYZ Property developers and consultants (2007-Present) 
Assistant property manager
· Recruited and monitored the office, construction staff etc for different services.
· Developed and maintained business contracts
· Developed different procedures to follow while making and compensating for the clauses in lease agreements
· Prepared a complete & concise study material regarding fundamentals of property management which could be used to train people.
· Prepared annual budgets for properties
· Conducted periodic meetings with higher management providing them with the consolidated reports and helped them in decision making
· Worked as a consultant for about 7 giant properties worth $ 50 million
ABC developers (2004-2007) 
Construction manager
· Worked as a project manager providing consultation for a project of renovation of an 8-storey commercial building
· Planned and implemented the staff recruitment and training, as per the requirement and in a given budget.
References: Will be available on request

