
Robert Smith
Leasing Specialist II

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

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

Address: 1737 Marshville Road, Alabama

SUMMARY

Provide outstanding customer service to all clients and utilize all selling experience that I have 
gained over years of both sales and management. I work to ensure that every customer has a 
memorable experience so that they can return as a happy customer and refer new clients. I strive 
to build a personal connection with all customers and promote the brand both in and out of work.

SKILLS

Pivot points, VLookups/Hlookup, Sumif, Countif, Xnpv, Xirr - Certified, 10-Key, Statistics, Time 
management, Data archiving, Meticulous attention to detail.

WORK EXPERIENCE

Leasing Specialist II
ABC Corporation  December 1999 – July 2003 
 Greeted all residents, future residents and internal team members in a professional manner.
 Conducted tours of apartment homes and community grounds including models, amenities, 

and vacant apartments.
 Assisted in resolving residents issues, conflicts, and concerns in a timely and professional 

manner.
 Facilitated residents with the move in /move out process.
 Processed rental applications and composed lease contracts.
 Answered telephones and emails from potential residents and provided sound leasing 

information.
 Assisted residents with questions, issues, maintenance requests and rental payments.

Leasing Specialist
ABC Corporation  1998 – 1999 
 Maintained and prioritized daily tasks and projects including call logs, appointments, drafting 

leases, and expense reports.
 Developed new client relations through phone, and through direct interactions.
 Collected clients financials, personal information and credit records for rental approval.
 Assisted in management of business operations by maintaining records and files, preparing 

cost and inventory reports, and ordering supplies.
 Scheduled maintenance repairs, and evaluated properties to identify any repair needs.
 Distributed new apartment listings to Brokers.
 Assisted in obtaining access to all buildings and apartments for brokers.

EDUCATION

Certificate - (Montgomery College - Silver Spring, MD)
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