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PROFESSIONAL SUMMARY

Lease Administrator with two years of experience in managing commercial leases and tenant relations. Proven ability to

streamline lease processes, ensuring compliance and effective communication with stakeholders. Skilled in document

preparation and lease abstracting, contributing to improved operational efficiency. Adept at fostering positive relationships

with tenants and vendors.

WORK EXPERIENCE

 Feb / 2024-Ongoing



Lease Administrator

Maple Leaf Consulting Toronto, ON

1. Collaborated with leasing directors to prepare and distribute commercial lease documents efficiently.

2. Coordinated and tracked the company’s lease administration processes to enhance workflow.

3. Abstracted key lease terms and entered them into the company’s management software.

4. Conducted daily administrative tasks for commercial offices and retail spaces.

5. Input deal terms from letters of intent and renewals into the system accurately.

6. Drafted initial lease contracts and prepared final documents for tenant execution.

7. Managed vendor service contracts and purchase orders, ensuring compliance with company policies.

 Feb / 2023-Feb / 2024



Officer - Leasing Operations

Silver Lake Enterprises Seattle, WA

1. Facilitated tenant relations and managed property functions for various commercial and residential properties.

2. Oversaw lease agreements for over 500 properties, maintaining high occupancy rates.

3. Executed accounting tasks, including rent collection and account balancing.

4. Coordinated with senior management in legal and finance for lease-related inquiries.

5. Worked with vendors to ensure timely maintenance and repairs across properties.

6. Managed move-in and move-out processes to ensure a smooth transition for tenants.

EDUCATION

 Feb / 2022-Feb / 2023



Bachelor of Business Administration

University of Texas Phoenix, AZ

Focused on property management and real estate principles.

SKILLS

Lease Documentation

Software

9

Email Communication

10

Presentation Skills

7

Financial Software

Proficiency

9

ACHIEVEMENTS

Successfully managed lease documentation for over 100 properties, ensuring compliance and accuracy.

Achieved a 95% tenant satisfaction rate through effective communication and conflict resolution.

Streamlined the lease renewal process, decreasing turnaround time by 30%.
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