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PROPERTY MANAGER
■ Profile Summary
Certified real-estate agent/broker and property professional manager with more than eight years’ experience in overseeing, administrating and directing entire operations of commercial/residential/land properties, including finance management, leasing, insurance, tenant, sales, acquisitions, maintenance and physical condition inspection.
Offering the following qualifications:
· High level of enthusiasm and self-motivation for leasing and marketing properties.

· Natural ability to make bold, calculated decisions and initiatives to meet clients’ expectations in superlative manner.

· Active user of computer software programs – MS Office, MRI, Yardi, Nexus and InfoCentre.

· Close familiarity with [state] laws, regulations, policies and taxes that govern tenant and property ownership.
■ Work History
ABC Assets Management  New-York, NY  2007 – Present
Property Manager
General Management:
· Administers daily functioning of properties – Inspects sites regularly to ensure compliance with organizational established policies, safety measures and quality standards.

· Manages financial operations of various properties – Payments for leasing, taxes, maintenance, insurance and others.

· Analyzes and calculates all essential information required, such as property taxes, building’s physical condition and area population.

· Coordinates marketing initiatives, sales and leasing of properties.

· Assists tenants in monetary transactions and sorted out clients’ complaints effectively in a professional manner.

· Documents and reports all financial transactions related to the properties.
■ Qualifications
· Bachelor’s degree in  Property Services Management

· A.A. or A.S., Associate degree in Business Administration/ Real Estate Management

· Real Estate Broker/Agent licensure
