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Assistant Property Management

Provided multi-location support, including overseeing the daily tracking and management of the
property, coordinating maintenance, managing system upkeep, and overseeing security.
Managed building-wide calendars for deliveries, maintenance, and appointments. Assisted
residents with property related-questions and maintenance requests to ensure a positive
experience. Managed monthly electric use and trash consumption data, tracking multiple data
points to report information to senior leadership.

Key Accomplishments:
● Spearheaded a special project to track and document security fobs throughout the

building to eliminate out-of-date and lost items and ensure secure access.
● Cultivated strong relationships with residents, demonstrating a level of trust and reliability

to improve customer service rankings.
● Effectively managed customer requests and the needs of the organization, bouncing back

feedback and ideas to ensure all parties were satisfied.
● Demonstrated outstanding ability to remain calm under stressful and high-pressure

situations, developing crisis management plans to address issues.

Additional Experience
Concierge | The ART, A Hotel | Denver, CO | 2015 – 2020
Education Coordinator | Colorado Neurological Institute | Englewood, CO | 2014 – 2015
Event Coordinator | Latitude Sports Marketing | Denver, CO | 2013 - 2014

COMMUNITY INVOLVEMENT

Youth Head Coach and Team Manager | Denver Lacrosse Club | 2019 - Present
Denver District 3 Representative | DOTI Citizens Advisory Board | 2021 - Present

EDUCATION
Bachelor of Arts in Business Administration & Marketing
Western State College of Colorado | Gunnison, CO




