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PERSONAL SUMMARY
Maxine has sound knowledge of both the commercial and residential property markets. She is a highly motivated and enthusiastic property manager who is able to deal with any problems calmly as they arise. As a true professional she will not only oversee the management and retention of a portfolio of properties but also make a significant contribution to the overall business results. Her key skills include being able to multi task without compromising service standards and delivering only the best in customer service by ensuring that every tenant interaction is an enjoyable one. Right now she is looking for a suitable position and a great opportunity to gain valuable experience and knowledge within the property industry.


CAREER HISTORY
PROPERTY MANAGER - Start Date - Present
Employers name - Location
Responsible for dealing with the day-to-day running and administration of a portfolio of properties.

Duties;

· Managing all property maintenance issues.

· Maximising office and rental income.

· Writing up inventories.

· Reading and recording property meters.

· Being on call 24 hours a day to handle emergency situations.

· Delegating repair work to maintenance staff and contractors.

· Negotiating deposits with tenants and then taking deposits from them.

· Liaising with landlords.

· Reconciling contractor’s invoices and resolving unpaid invoices.

· Disposing of surplus property.

· Managing a database of contractors.

· Carrying out routine and final property inspections.

· Carrying out check-ins and checkouts.

· Writing formal letters to tenants and landlords.

· Liaising on a regular basis with local councils and government bodies.

· Overseeing the day to day maintenance of leasehold properties.

· Issuing service charge budgets.

· Chasing tenants for rent arrears.

· Accurately updating administrative files and records.

· Producing monthly tenant delinquency reports.

· Co-ordinating planning applications and attending hearings.

· Writing reports on any damage done to properties.

· Organising quotes of work through contractors.

· Attending company meetings and conferences.

· Accompanying viewings with potential tenants.


JOB TITLE - Start Date - End Date
Employers name - Location

JOB TITLE - Start Date - End Date
Employers name - Location


KEY SKILLS AND COMPETENCIES
Property management  

· Familiar with specialist property maintenance software.

· Excellent complaint handling skills.

· Ability to multitask and prioritise tasks.

· Having a professional and courteous manner when dealing with tenants.

· Excellent IT skills.


Personal

· Great passion and interest in properties.

· Proactive approach to getting things done.

· Possessing a current driving license and car.

· Ability to take direction and function as part of a team.


AREAS OF EXPERTISE
Writing up Tenancy Agreements
Updating Tenants Files
Lease administration
Property Inspections
Customer service


ACADEMIC QUALIFICATIONS
University name  -  Degree details           Study Dates
College name      -  Qualifications                Study Dates
School name       -  Subjects / Grades          Study Dates


REFERENCES
Available on request
