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OBJECTIVE 

 A career that will utilize my knowledge, skills and experience in property management, leasing, sales, and 

customer service.  

 

JOB SKILLS 

 Property Management- Extensive experience in collections, capital improvements and property 

maintenance, project management and management of personnel.   

 Leasing- experience in commercial and multi-family leasing, lease negotiation and closing deals. 

 Customer Service- achieve high occupancy & tenant retention by solving problems and quick response. 

 Marketing- Knowledge of marketing research, competition awareness, surveys.  

 Financial Reporting- able to produce and interpret various monthly and yearly reports and budgets.  

Includes knowledge of various property management computer software programs.  

  Computer Skills- Microsoft Office, Word, Excel Skyline, Yardi, Rent Roll, MRI, CTI. 

 

EXPERIENCE 

 

June  2005      Brookside Property Management – Responsible for 13 retail shopping centers in the Cool   

To                      Springs Franklin, Brentwood, Hendersonville.  Includes all aspects of budgeting, monthly  

March 2010      collections and capital improvements and tenant relations and problem solving, and  

 management of Perimeter II Office and Corporate Park office Business Center for 2 ½   years 

and Cool Springs West Owners Association.      

 

July 2002          Duke Realty, LP – R.E. I. T. Responsible for managing 1.8 million sq feet including industrial, 

To    flex, bulk, office, and one 4 story office building. 120+ tenants, from corporate to 

June 2005 individual ownership. All budgeting, Cap Ex, collections, a/r, all bill approval, focus on         

building curb appeal, clean vacant space, tenant retention and customer service at an industry 

high level and competitive environment at a top firm.  Properties located in Metro Center, 

Harding Place/Haywood Lane, Donelson and Airport areas. Above company standard and             

Averages from customer satisfaction survey of 30% of tenants in 2003. Coordinated a parking 

and security plan upon the Metro Davidson County courts relocation in Metro Center. 

 

Dec. 1997          PS BUSINESS PARKS – R. E. I. T. (Airport South Business Downtown Bus.Ctr.)  

To    Property Manager/Leasing Agent over 140,000 square feet and 70 tenants.  Budgeting,  

July 2002          Capital improvements, T.I.’s all bidding and maintenance supervision. Budget preparation,   

 monthly quarterly  FFO variance reporting. Awards: Zero Delinquent, 100% collected years                              

1998,1999 and 2000. Renewal with highest % increase 1999. Sole responsibility for satellite   

office and assets with only part time help with good results.   

 

Oct. 1996         BRENCOR ASSET MANAGEMENT – Regional Asset Manager 12 HUD Section 8  

To                      Apartment communities, Knoxville, Cookeville, Loudon, Algood, Westmoreland, Lafollett 

Dec. 1997          and Sneedville, TN.  Little Rock, AR.  Ashville, Raleigh, Winston Salem, and Fayetteville, NC. 

                          budgeting, Asset management, unit inspections, personnel management. 
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Feb. 1994            BOLLING & HINRICHS – (Continental Property Management) Office Manager, property 

To       manager, leasing agent, 300 residential properties, 6 shopping centers. Small apartment   

Oct. 1996             complexes. 5 PUDS and owners associations, Budgeting, quarterly reporting. 

 

Dec. 1992            REGENCY PROPERTY MANAGEMENT – Evansville, IN .  

To                        Retail Property Manager over 8 Wal-Mart anchored centers in 3 states. Budgeting,   

Feb 1994             reporting variance reporting to institutional owners, staff management, collections,       

           marketing capital improvement and tenant, build-out construction management.                                

 

Mar. 1992           BRIXWORTH APARTMENTS – JMB Properties. Assistant manager                              

To                        Bookkeeper, leasing agent on site.  A/P, rent collections, Bank reconciliation’s, budget  

Nov 1992            and variance reports. 

 

Oct. 1985            HARDAWAY MANAGEMENT COMPANY, INC.  Retail       

To                        Property Manager. 12 Strip shopping centers located in middle and 

Feb 1991             East Tennessee, Kentucky, Florida, Mississippi, Virginia, Georgia.   Budgeting, monthly     

       reporting, collections, management of regional Mall in LaGrange, GA and staff.  

 

EDUCATION 

 

MIDDLE TENNESSEE STATE UNIVERSITY. Bachelor of Science.  

 

INSTITUTE OF REAL ESTATE MANAGEMENT, CPM Certified Property Manager designation.  

2008 Legislative Chair, 2009 President Elect 

 

REAL ESTATE BROKER, State of Tennessee, Affiliate in Indiana. 

 

       

 

 

 

 


