
Objective:
Attain a position with growth potential where I can use my knowledge and experience to advance the mission of the organization. 

Experience:
2005 to 2007 Spicer Real Estate Rockville, MD

Realtor/Brokers Assistant

Facilitated contracts between buyers and sellers efficiently
Established relations with title company representatives to facilitate well-organized closings
Researched real estate trends and regional market data to assist clients in calculating list and offer dollar amounts
Assisted real estate broker in marketing both properties and the Spicer Real Estate Company
Wrote contracts and presented offers to sellers
Worked with other real estate professionals to facilitate negotiations between buyers and sellers
Represented clients with a high level of professionalism offering the best customer service in the industry

2001 to 2005 The Data Entry Company Gaithersburg, MD

Administrative Assistant

Organized special events, travel arrangements, itineraries for upper management
Handled all incoming department correspondence and fingerprint cards, prior to distribution
Filed and retrieved corporate documents, records, and reports
Reconciled Electronic Fingerprint Processing to determine and resolve errors
Compiled daily and weekly production reports using MS Excel and Word
Supported and trained administrative staff
Performed general office duties such as ordering supplies and maintaining records systems
Preformed initial interviews with potential new staff

1999 to 2000 Ericsson Phones Miami, FL

Customer Service Technician

Assisted customers to solve complex technical problems
Answered a high volume of incoming calls and in-person inquiries from clients
Worked as a team member in setting and achieving internal customer service goals
Conducted cell phones activation and maintained customer database

1996 to 1999 American Society for Industrial Security Old Town, VA 

Membership Specialist

Produced client base reports for use by upper management
Monitored office supplies and ordered as needed, sent out information packs upon request
Scheduled meetings, travel arrangements and appointments
Prepared and proofread documents, routed mail and assisted in mailings
Compiled monthly activity reports to top management
Reviewed and approved applications for inclusion in business listings


Education:
Towson University, Towson, Maryland
BA English 1991
Real Estate License – State of Maryland, and Washington, DC 

Affiliations:
MRIS, GCAAR, NAR 

Skills:
Native Spanish speaker
Excellent written and verbal communication skills
Computing Skills: Windows XP, MS Word, MS Excel, PowerPoint, Outlook, Adobe Acrobat, Page mill, Photoshop, MRIS (MLS), Internet Data Mining, Public Records 

Reference:
Available upon request
