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Professional Summary
Vehement Commercial Property Manager who applies knowledge of commercial management to maintain grounds meet tenant needs and hire and oversee staff. Adept at anticipating needs through accurate record keeping and communications. Efficiently allocates resources within available budget.
Core Qualifications
• Certified Property Manager (CPM) and Real Property Administrator (RPA) 
• Notable experience managing larger and smaller commercial properties 
• Strong knowledge of MS Office including Excel PowerPoint and Access 
• Vast experience with budget analysis procedures 
• Adept at coordinating with leasing brokers and related personnel 
• Excellent organizational and problem resolution skills
Experience
Commercial Property Manager
1/1/2010 - 8/1/2011

Smith & Associates
New Parkland, CA

• Maintained solid tenant relationships.
• Submitted contract bids to management.
• Prepared quarterly and annual budget forecasts.
• Performed routine site inspections.
• Supervised property renovations and construction projects.
• Ensured that tenants were in compliance with lease terms.
• Outlined tenant rights requirements and responsibilities.
Commercial Property Manager
8/1/2011 - 11/1/2013

New Parkland Commercial Management
New Parkland, CA

• Prepared new tenant welcome packages.
• Gave tours to perspective tenants.
• Performed regular inspections of tenant areas.
• Attended regular tenant meetings to determine pertinent issues.
• Ensured that rent payments and related fees were received according to schedule.
• Analyzed financial statements and prepared monthly budget reports.
Commercial Property Manager
1/1/2014 - Present

Green Meadows Property Solutions
New Parkland, CA

• Coordinated with vendors and regional controllers.
• Supervised maintenance projects and property improvements.
• Inspected grounds and noted any maintenance issues.
• Managed vendor payments.
• Maintained database of tenants including tracking of payments and service requests.
• Audited tenant accounts to verify billing accuracy.
• Arranged emergency evacuation drills.
• Hired and managed maintenance staff.
Education
Bachelor of Science - Business Management
2010

University of California
New Parkland, CA

