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PROFESSIONAL SUMMARY

Accomplished Property Specialist with 5 years of experience 
managing diverse property portfolios. Expertise in regulatory 
compliance, tenant relations, and property maintenance. Proven 
ability to streamline operations and enhance asset value 
through strategic oversight. Looking to bring my proactive 
approach and analytical skills to a dynamic team focused on 
property excellence.

WORK EXPERIENCE

 Feb / 2021-Ongoing



Property Specialist
Blue Sky Innovations Chicago, IL

1. Performed comprehensive credit and reference checks on 
potential renters to ensure eligibility.

2. Provided rental property owners with detailed summaries of 
applicants to facilitate informed rental decisions.

3. Managed maintenance requests, coordinating repairs and 
ensuring timely completion.

4. Assisted property owners and tenants with preparation and 
review of monthly statements.

5. Conducted thorough property inspections prior to tenant 
move-ins to ensure readiness and compliance.

6. Executed various administrative tasks including 
documentation, communication, and data entry to support 
office operations.

7. Oversaw the daily operations of the property, ensuring all 
aspects were managed effectively for optimal performance.

 Feb / 2020-Feb / 2021



Property Specialist
Cactus Creek Solutions Phoenix, AZ

1. Administered property control activities for government and 
commercial assets, ensuring compliance with regulations.

2. Managed property lifecycle from acquisition to disposition, 
maintaining accurate records and accountability.

3. Conducted regular audits and assessments to uphold property 
management standards and optimize performance.

4. Coordinated with government agents for compliance and 
oversight during property disposition activities.

5. Maintained the IUID Registry and supported property audits to 
enhance accountability and traceability.

6. Facilitated effective communication between stakeholders to 
ensure alignment with property management objectives.

EDUCATION


Feb /
2019

-
Feb /
2020



Bachelor of Science in Property
Management
University of Real Estate Toronto, ON

Gained comprehensive knowledge in property management 
practices, real estate law, and financial analysis.

SKILLS

Property Management Software

Data Analysis And Reporting

Presentation Skills

Document Management

Tenant Relations

Property Development

INTERESTS

 Gaming  Fashion

 Film  Technology

STRENGTHS

 Fairness  Flexibility

 Forward-thinking  Gratitude

LANGUAGES

English Polish Dutch

ACHIEVEMENTS

Improved tenant retention rates by 20%
through enhanced communication and
support initiatives.

Successfully managed over 50 rental
agreements, ensuring compliance with
local regulations and timely renewals.

Conducted property inspections that
resulted in a 30% reduction in
maintenance issues reported by
tenants.
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