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San Francisco, CA

SKILLS

e customer service

e property management
» client engagement

e process improvement

e« communication

o teamwork
LANGUAGES
« English
e Spanish
e French
EDUCATION

BACHELOR OF ARTS IN
COMMUNICATION, MINOR IN REAL
ESTATE - UNIVERSITY OF FLORIDA

ACHIEVEMENTS

» Increased client satisfaction scores by
40% through enhanced service
initiatives.

o Successfully managed a project that
improved tenant onboarding
processes.

» Recognized for leading a team that
achieved a 20% increase in property
occupancy rates.

Michael

ANDERSON

Proactive Property Accounts Executive with a robust background in customer
service and property management, encompassing over 6 years of experience.
Known for the ability to engage clients and foster long-term relationships that
drive business success. Expertise in addressing client needs promptly and
effectively while ensuring compliance with industry standards. Demonstrated
success in utilizing technology to streamline processes and enhance property
management operations.

WORK EXPERIENCE

CLIENT RELATIONS MANAGER

Sunset Realty

2020 - 2025

e Managed client accounts, ensuring satisfaction and addressing concerns
promptly.

e Developed training programs for staff to enhance customer service skills.

e Utilized property management software to track client interactions and service
requests.

e Organized regular feedback sessions with clients to identify areas for
improvement.

e Collaborated with maintenance teams to ensure timely resolution of service issues.

Implemented strategies that improved client retention by 15% over two years.

PROPERTY MANAGEMENT ASSISTANT

Greenwood Properties

2015 - 2020

e Supported property managers in daily operations, ensuring efficient service
delivery.

e Assisted in tenant screenings and lease agreement preparations.

e Maintained accurate records of property maintenance and service requests.

e Engaged with tenants to address inquiries and enhance relations.

e Coordinated property viewings and open houses, showcasing available units.

e Contributed to marketing efforts that increased property visibility and engagement.



