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PROFESSIONAL SUMMARY

Dynamic Property Specialist with 2 years of experience in managing government and commercial property assets. Skilled 
in inventory control, compliance audits, and property record management. Committed to enhancing operational 
efficiency and ensuring adherence to regulations. Eager to leverage my analytical skills and problem-solving abilities to 
contribute to a forward-thinking organization.

WORK EXPERIENCE

 Feb / 2024-Ongoing



Property Specialist
Seaside Innovations Santa Monica, CA

1. Managed government and company-owned property, ensuring compliance with regulations through accurate physical 
inventories.

2. Administered contract provisions, overseeing the acquisition and control of property assets.
3. Maintained property records in tracking systems, ensuring data accuracy and accountability.
4. Conducted audits and documented processes to investigate and report lost or damaged property.
5. Coordinated property movement, preparing necessary documentation for ownership changes.
6. Executed physical inventories and reconciled results to ensure adherence to FAR regulations.
7. Reviewed received quantities against contracts and shipping documents, ensuring accuracy in records.

 Feb / 2023-Feb / 2024



Property Specialist
Summit Peak Industries Denver, CO

1. Utilized ATEC/AEC systems for property reconciliation and management.
2. Performed data entry for property records and transactions.
3. Provided guidance to account holders on managing sensitive property types.
4. Assisted in maintaining personal property accounting records for the installation.
5. Oversaw control of voucher registers and property transaction documents.
6. Scheduled and directed physical inventories under the PAAM Inventory System.

EDUCATION

 Feb / 2022-Feb / 2023



Bachelor of Science in Business Administration
University of Maryland Toronto, ON

Focused on property management and real estate principles.

SKILLS

Property Asset Management

7

Property Management

9

Market Analysis

8

Lease Negotiation

7

ACHIEVEMENTS

Successfully conducted audits leading to a 20% reduction in discrepancies.

Improved property tracking efficiency by implementing a new data management system.

Streamlined inventory processes, decreasing physical inventory time by 30%.
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