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SUMMARY AND KEY SKILLS

Detail-oriented  and  self-motiated professional with  comprehensiie  experience  in  the  Seriice  Industry.  Proiiding
seriice excellence while exceeding ownership expectatons in a creatie, tmely, and efcient manner. Demonstrated
ability to wear multple hats and juggle tasks while remaining fexible and adaptable as priorites shif and eiolie. 

PROPERTY MANAGEMENT EXPERIENCE

Estate Manager     03/2020 – Present
Private Property Oakland Hills, CA

● Managing the day-to-day functons of the estate coordinatng all schedules and calendars. 
● Functoning as ownerss Personal Ȁssistant  arranging appointments for ownerss personal and professional needs 

to include managing ownerss business afairs.
● Scheduling and managing regular maintenance to include cleaning, grounds, and ongoing interior and exterior 

maintenance such as paintng, wood foor refnishing, deep cleaning, and iarious seasonal dutes.
● Scheduling and managing multple renoiaton projects totaling $500,000. Worked with designers, and 

contractors from concept incepton through constructon and completon. Projects included kitchen and 
bathrooms remodel, paintng, and fooring.

● Responsible for managing the fnances of the estate. Demonstrated the ability to understand fnancial goals, 
while managing the property in the ownerss best interest. 

● Responsible for budgets, accounts, and fnancial transactons.
● Responsible for household procurement of food and supplies.
● Responsible for coordinatng domestc and internatonal traiel arrangements.

On-Site Resident Manager and Caretaker 03/2013 – 03/2020
The Avatar Apartments Phoenix, AZ

● Responsible for all day-to-day operatons and short-term and long-term renoiaton projects.
● Consistently  maintained  100% occupancy  through  contnual  reiiew  of  tenant  applicatons,  interiiews,  and

property  showings.  Proien  skills  of  keen  atenton  to  detail,  ensuring  accuracy  and  compliance  with  ant-
discriminaton laws.

● Responsible for maintaining accurate records of all transactons and submits on a tmely basis including rent
rolls, delinquency reports, and moie-in/moie-outs.

● Responsible for preparing, negotatng, and enforcing leases and eiictons when necessary.
● Ensure property is compliant with all city and state laws and regulatons.
● Iniestgated and resolied resident complaints and concerns in a tmely and efcient manner.
● Monitored all maintenance issues and insured tmely and cost-efectie completon. 
● Negotated,  secured,  and  maintained,  contracts  for  ongoing  property  seriices  to  include  Landscape

Maintenance, Electrical, Plumbing and HVȀC, Trash Remoial, and Window Washing.
● Resolie disputes with seriice proiiders in a professional manner.
● Proactiely installed and monitored property surieillance system.
● Utlized project management skills to facilitate a property renoiaton process from start to fnish, which included

Landscaping, Plumbing, Electrical, HVȀC, Room Reconfguratons, Room Remodeling, and Roofng.
● Worked with city ofcials on rezoning issues.

PROFESSIONAL WEB EXPERIENCE

Web Designer & Developer | Natonal Park Service Transportaton (Contract) 07/2010 – 07/2017
● Worked with iarious design tools and sofware programs to implement web designs and functonality while

ensuring usability and best practces.
● Deieloped comprehensiie applicaton testng procedures and implemented testng tools that monitored the

ongoing performance of the client website.
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● Updated existng applicatons to meet the security and functonality standards as outlined in the client's website
policies.

● Ȁssisted in  updatng  applicaton deielopment  policies  to  ensure that  all  future  applicatons  met  the  latest
technical requirements.

● Deieloped brand and corporate identtes within the NPS-Transportaton website to create one cohesiie look.
Freelance Web Designer & Developer | Independent (Remote) 08/2000 – 08/2017

● Worked with iarious design tools and sofware programs to implement web designs and functonality with a
focus on usability and best practces.

● Deieloped brand and organizaton identtes for corporate, nonproft, and goiernment sectors.
● Known for creatiity, fexibility, listening skills, sense of humor, and the ability to understand the big picture,

while maintaining high atenton to detail on all projects and requests.
Senior Web Designer & Web Manager | Natonal Center for Biking and Walking (Remote) 04/2006 – 12/2009

● Collaborated  with  Executie  Director  and  Senior  Program  Director  on  the  design  and  implementaton  of
multmedia solutons.

● Utlized photography experience to deliier graphics assets for inclusion in project designs.
● Lead deieloper in the implementaton of the ȀLRC Help Desk and the CenterLines Podcast in additon to third-

party templates.
● Used theoretcal  and  technical  concepts  to  efectiely  execute  designs  based  on  specifed  parameters  and

utlized PHP to design templates for the NCWW and ȀLRC websites.
● Maintained the deielopment of consistent branding messages across multple multmedia plaaorms.
● Efectiely designed and implemented HTML templates for the Pro Walk/Pro Wike Conference Series  Making

Connectons and Transforming Communites.
● Skillfully applied project management abilites and creatie skills to coniert technical requirements and mock-

ups into workable web solutons
● Ensured internal and external links within each website were actie and current through routne quality checks.
● Utlized iarious communicaton methods (email, Skype, phone, etc.) to facilitate discussions with staf members

to discuss goals, strategies, current projects, and upcoming projects.
● Researched,  tested,  and  analyzed  new  website  enhancement  tools  and  sofware  programs  and  created

recommendaton reports to present to organizatonal leadership.

ADDITIONAL EXPERIENCE

Web Designer| Council for Advancement and Support of Educaton (CASE), Washington, DC 
● Collaborated  with  Vice  President  of  Communicatons  &  Marketng  and  Director  of  Graphic  Design  to

conceptualize and design home-page branding of CȀSE's new Web site.
● Maintained  the  company's  Intranet  site  which  included  a  master  calendar,  interactie  ofce  foor  plan,

membership statstcs, and eient photo gallery.
● Created and designed conference sites, including CȀSE's two largest annual meetngs.
● Worked  with  designers,  marketng  staf,  and  conference  program  coordinators  to  establish  sites'  graphic

identty.
● Created  and  designed  HTML  emails  for  CȀSE  marketng  promotons,  such  as  electronic  postcards  and

newsleters.
● Conierted associaton's monthly magazine from Quark X-press to Cold Fusion fles and designed the magazine's

online look and feel, migratng four years of back issues from basic HTML documents into a new template.

EDUCATION & CERTIFICATIONS

Interactve Multmedia and Web Design Certicaton   Georgetown Uniiersity
Extensive hands-on work experience in lieu of bachelor’s degree


