
Robert Smith
Leasing Agent/Leasing Manager

Phone  (123) 456 78 99
Email: info@qwikresume.com

Website : www.qwikresume.com
LinkedIn: linkedin.com/qwikresume

Address: 1737 Marshville Road, Alabama

SUMMARY

Leasing Agent/Leasing Manager who answers a high volume of incoming calls while handling in-
person inquiries from clients and colleagues. Flexible and hardworking with the drive to succeed. 
My objective is to obtain a career opportunity in a stable work environment where my 
administrative abilities, computer skills, and initiative will provide professional fulfillment while 
contributing to a company's growth. 

SKILLS

Microsoft, Bilingual Spanish, Public Speaking, Research, Customer Service, Sales, Communication,
Team Building, Leasing

WORK EXPERIENCE

Leasing Agent/Leasing Manager
ABC Corporation  August 2013 – September 2015 
 Completed appropriate paperwork and inputted information on the Yardi system accurately on

a timely basis.
 Maintained current resident files and record daily inspections of the community.
 Collected rental deposits, monthly rental payments, and makes bank deposits of said monies.
 Responsible in playing an active role in the renewal process and for proper maintenance of all 

resident and property files.
 Generated new and repeat business through successful client and resident follow up.
 Demonstrated great knowledge of the product by being able to answer any question either a 

prospect or resident had regarding the property or any aspect of the lease.
 Conducted tours of the property while ensuring that all potential tenants had a thorough 

knowledge of property along with benefits and rental availability.

Senior Leasing Agent
ABC Corporation  2006 – 2011 
 Assisted the property manager in mediating tenant concerns and issuing notices.
 Greeted clients and qualified by covering all criteria, along with providing information to 

prospects about the community, answering the phone and scheduling appointments to visit 
the property.

 Maintained schedules for appointments and met with prospective tenants to show available 
rental units.

 Assisted management in multiple other projects to improve operational efficiency.
 Developed intuitive excel sheets to optimize sales representative efficiency.
 Responded to leads through email giving available sizes, prices and any other information 

needed.
 This is Dummy Description data, Replace with job description relevant to your current role. In 

case if you dont need it you can delete it.

EDUCATION

BS - 2005 (Harper College - Palatine, IL)Psychology - August 2012(APUS)
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