
Robert Smith
Resident Apartment Manager

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

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

Address: 1737 Marshville Road, Alabama

SUMMARY

To obtain a Resident Apartment Manager position responsible for Providing a secure location to 
store personal items; maintaining a safe environment in which to work; and maintaining 
cleanliness of unit property, Maintaining a high degree of professional standard; be an excellent 
communicator; be an active member of the community; act as a role model by encouraging 
residents to work hard and live responsibly, Assisting residents with their personal needs including
medical needs, cleaning issues, financial needs, etc.

SKILLS

Community Management, Medical Skills, Cleaning.

WORK EXPERIENCE

Resident Apartment Manager
ABC Corporation  October 1999 – August 2001 
 Developed policies for the community.
 Administered marketing materials such as flyers, brochures, emails etc.
 Advised on tenant complaints and requests for documentation of issues with apartment units.
 Protected tenants rights as outlined in Fair Housing Act (FHA) regulations.
 Ensured all programs are executed as planned and on time.
 Managed the in-house programs, including ensuring all residents have a safe and secure 

place to live, access to neighbourhood resources, and transportation options.
 Managed out-of-house programs, including ensuring all residents have a safe and secure 

place to live, access to neighbourhood resources, transportation options and support from the
community.

Resident Apartment Manager
Delta Corporation  1996 – 1999 
 Collected, balanced and deposited monthly payments.
 Managed resident issues and complaints.
 Showed apartments to potential residents Facilitated .
 Interview/show apartments to prospective tenants.
 Maintain premises utilizing preventative maintenance procedures ensure timely move out 

inspections, coordinate vendors, purchasing and inventory for .
 Collect rents, write rent receipts, clean up vacant unit, install mini blinds, schedule work from 

vendors, plumbing appointment, electrical .
 Collecting rents, maintenance, renting available units, light plumbing, light electrical, install 

mini blinds, cleaning vacancies, paint stairways.

EDUCATION

MS
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