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To use my past and extensive career and schooling background to its full potential 
and apply it to new careers and new jobs. I have excellent listening and verbal skills. 
I am excellent at and enjoy helping others with over 25 years experience in customer
service.

EXPERIENCE

Apartment Complex Manager
ABC Corporation - MAY 1999 – AUGUST 2011

 Repaired any damages caused by the tenants.
 Collected the monthly rent for existing living tenants.
 Checked on all tenants before entering to live onto the apartment 

premises.
 Signed contracts that needed signing on a 6-12 months contract 

agreements.
 Oversaw all managerial aspects of the living conditions of the 

apartments.
 Established purchase orders of any materials needed to fix the 

apartments.
 Claimed taxes on the annual tax reports.

Apartment Complex Manager 
Delta Corporation - 1996 – 1999

 Answer telephone, maintain tenants files, Collect rent payments, 
make all bank deposits, complete various information for tenants and 
maintain other .

 Maintenance and up keep of complex Interview new tenants, 
evictions and process all needed paperwork Collecting rent when 
needed.

 Accept applications, determine approval, perform all move-in/move-
out paperwork Actively market/advertise any vacancies Supervise any
and all .

 Sales representative Rental payments Payroll Marketing Managed 
maintenance of complex including pool, grounds, laundry rooms, 
clubhouse Supervised 2+ .

 Assist Tenants with any type of problem Manage situations when 
intruders enter the premises Handle any loitering that takes places in 
front of .

 Responsible for day to day operations; leasing, evictions, apartment 
reviews, all court proceedings, collection of rents, curb in reviews, 
bank .

 Coordinated the rental, maintenance, and repairs of 42 apartments.
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EDUCATION

 GED

SKILLS

Customer Service , Insurance Billing, Bookkeeper, Front Desk Clerk, Payroll, Accounts 
Payable/Receivables, Landlord/Owner, CNA, Paralegal,.
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