Tamar Allan

XXXX, Altamonte Springs, FL 32714 

C: XXX-XXXX-XXX
Professional Summary

Dedicated Commercial Property Manager with in-depth knowledge of tenant, landlord and association laws. Resourceful problem solver with strong computer skills. I am detail-oriented and organized and bring 16 years of experience to the table.  Have the ability to manage time effectively, and have always had an outstanding relationship with Landlords, Tenants and vendors alike.

Skills

	· Exceptional oral and written communication skills

· Customer service-focused

· Maintenance knowledge

· Budgeting

· Financial budgeting and reporting

· Tenant and eviction laws
	· Creative problem solver

· MS Windows proficient

· Strong client relations

· Trusted key holder


Work History

Commercial Property Manager, 09/2009 to Current
Coldwell Banker Commercial NRT – Maitland, FL

Carefully screene applicants for tenancy, and provide information to the leasing agent.

Analyze and evaluated monthly and quarterly financial statements.

Develop annual operating budgets

Verified that all customer complaints are handled promptly and appropriately.

Prepare specifications, solicit bids and approve subcontracts for building services.

Communicate effectively with owners, tenants and vendors

Follow up on delinquent tenants and coordinate collection procedures.

Communicate with landlords regarding building and tenant issues.

Accounting & Legal Coordinator, 07/2009 to 08/2011
Coldwell Banker Commercial NRT – Maitland, FL
· Tracked all legal files regarding each of the HOA's in our managed portfolio

· Provided updates to the attorney regarding individual cases pending

· Gathered necessary information and ledgers for the attorney for the individual HOA's in order to begin litigation procedures

· Tracked all commercial Tenant's accounts

· Sent written communication to delinquent Tenants

· Updated Landlords regarding delinquent Tenant status in order to determine if eviction proceedings were to be initiated

· Provided Attorney with necessary information for eviction proceedings

· When necessary, met Sheriff onsite to complete eviction process

Executive Assistant, 09/2004 to 08/2009
Coldwell Banker Commercial NRT – Maitland, FL
In addition to my duties as Leasing Coordinator, I became the executive Assistant to one of the top producing salesmen in the office.
· Created a tracking system for the agent's portfolio, in particular for his site selection client, Mattress Giant

· Managed all correspondence between agent and client

· Insured all deadlines were met

· Managed appointment calendar for major industry shows

Leasing Coordinator, 07/2003 to Current
Coldwell Banker Commercial NRT – Maitland, FL
In July of 2003, Morbitzer Group, Inc. was acquired by Coldwell Banker Commercial NRT; I continued to perform the job I had been doing prior to the acquisition.

Leasing Coordinator, 01/2001 to 07/2003
Morbitzer Group, Inc. – Maitland, FL
· Reviewed all leases for the managed portfolio

· Ensured Tenant compliance with terms of current lease

· Provided support to the leasing staff

· Notified leasing staff of pending lease expirations

· Drafted and sent renewal notices to Tenants & provided leasing staff with copy of correspondence for their follow up.

 

Property Inspector, 01/1999 to 01/2001
Morbitzer Group, Inc. – Maitland, FL
Became Property Inspector, responsible for visiting each property in the company portfolio and reporting maintenance issues as well as recommending property improvements to enhance leasing opportunity and curb appeal.  Followed up on previously noted maintenance items to insure the work was done satisfactorily.  Interacted with various vendors regarding project specifications and/or bid requirements.

Property Manager, 09/1997 to 07/1999
Morbitzer Group, Inc. – Maitland, FL
Responsible for the maintenance of a portfolio of medium to large commercial shopping centers. 

· Verified that all customer complaints were handled promptly and appropriately.

· Prepared specifications, solicited bids and approved subcontracts for building services.

· Communicated with landlord regarding building and tenant issues.

· Delivered emergency 24-hour on-call service for any tenant issues.

· Maintained current contract files as prescribed by company contract policies and procedures.

· Responded to all Common Area Maintenance (CAM) inquiries.

Education

Emerging Careers Program, 1996
Greenfield Community College - Greenfield, MA

Legal Secretary,Bay Path College - Longmeadow, MA

