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A top notch Realtor Agent professional with unsurpassed experience in quality 
control, quality improvement, program evaluation, process improvement, office 
management, government contracting, security administration and customer 
service. A proven problem solver with a successful track record in time and project 
management, who sets goals and achieves consistent results.

EXPERIENCE

Realtor Agent
ABC Corporation - JUNE 2005 – APRIL 2008

 Assisted clients with shopping, contracts, purchasing and closing on 
thier homes.

 Kept confidential information, organized thier files, and made sure 
that all aspects of the purchase was followed according to state laws.

 Finished first in my class.
 Passed the course and continued to my state exam and passed it on 

my first attempt.
 Used Organizational, reading and interpretation of laws, 

communication with other realtors, promptness, customer service.
 Coordinated appointments to show homes to prospective buyers.
 Composed a list of compatible properties that are within the buyers 

needs and their financial resources Act as an intermediary in 
negotiations between buyers and sellers, generally representing one 
or the other or both.

Realtor Agent 
Delta Corporation - 2004 – 2005

 Did not enjoy the sell Calling people and trying to get a lead was just 
not what I wanted to do Accomplishments passing my state exam , 
closing .

 Used begging , learning not to eat and the most important skill , 
Location Location.

 Assistant Data Entry, Answering Phones, Filing.
 Listing and selling real estate, posting listings to MLS, preparing 

contracts, market analysis, estimated sellers net proceeds, explaining
closing .

 Buyers and Sellers agent, scheduling, organizing, understanding real 
estate contracts, setting up showings and closings.

 Assisted Clients in the selling and purchasing of Real Estate.
 Skills Used Computer, laptop, fax machine, excel, word, office.
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EDUCATION

 MBA In Management

SKILLS

Microsoft Excel, Agilisys POS.

2


	Experience
	Realtor Agent
	ABC Corporation - June 2005 – April 2008
	Realtor Agent
	Delta Corporation - 2004 – 2005


	Education
	Skills

