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Lease Administration Director

Innovative Lease Administration Executive with a strong focus on technology integration and process optimization, boasting over

11 years of experience in the real estate industry. Adept at developing and implementing lease administration strategies that

leverage data analytics to drive decision-making and enhance operational efficiency. Known for exceptional project management

skills and the ability to lead teams in executing complex lease negotiations.

WORK EXPERIENCE

Lease Administration Director | Synergy Realty

» Directed lease administration activities for a large portfolio of commercial properties.
* Implemented technology solutions to enhance lease tracking and reporting.

» Led negotiations for high-value lease agreements, maximizing revenue.

» Established best practices for lease administration processes and compliance.

* Managed a team of lease administrators, providing mentorship and support.

» Conducted market analysis to inform lease negotiation strategies.

Senior Lease Administrator | Elite Property Management

» Managed lease documentation and compliance for a diverse property portfolio.
« Assisted in the negotiation of lease agreements, ensuring favorable terms.

« Maintained accurate records of lease transactions and compliance audits.

» Collaborated with finance teams to ensure accurate reporting of lease expenses.
» Facilitated communication between tenants and property managers.

o Utilized advanced lease management software to streamline processes.

SKILLS

Jan 2022 - Present

Jul 2019 - Dec 2021

Process Optimization Technology Integration Data Analytics Project Management Compliance

EDUCATION

Team Leadership

Master of Science in Real Estate Development
Massachusetts Institute of Technology

ACHIEVEMENTS

2015 -2019

» Increased operational efficiency by 35% through technology implementation.
» Recognized for excellence in project management during a major lease restructuring initiative.

o Successfully negotiated lease agreements that resulted in a 20% increase in revenue.

LANGUAGES

English Spanish French



