
	Summary of Qualifications

	
	Experience in property management, construction project management, public relations, event production, writing, budgeting, administrative tasks. Honest, willing to learn, creative, works well under pressure, comfortable with deadlines, well organized, great written and oral communication skills, excellent computer skills. 

	Experience

	
	2009-Present               JSN Property Management, LLC                   Denver, CO

Portfolio Manager
· Managing 10 different properties, 529 units total.

· Daily administrative work for homeowner’s associations including creating meeting minutes, gathering bids, creating and sending letters to homeowners.

· Project management of large scale construction projects, minor maintenance items and crews.

· Maintained and updated all associations’ files and documents.

· Insurance claim filing and management.

· Emergency mitigation management and reconstruction management.

	
	2008-2009                               Hattiesburg Clinic                        Hattiesburg, MS

Freelance Marketing and Public Relations Director

· Planned and coordinated several health fairs, physician events, open houses, employee events, blood drives, departmental events, and a charity golf tournament.

	
	2007 (Summer)
                          BBJ Linen
                                       Dallas, TX

Paid Intern

· Designed and produced a show book featuring product photos for venues.

· Conducted potential client research.

· Worked as a member of the production team to help set up for large scaled events.

	
	2007 (Summer)
        National Entertainment Database
                     Dallas, TX

Paid Intern

· Designed the company website.

	Education

	
	2004-2008
           Mississippi State University
                       Starkville, MS

· B.A., Communications with a major emphasis in Journalism and a minor emphasis in Public Relations.

	Activities

	
	Delta Gamma (Director of Purchasing 2007-2008), PRSSA, PRAM, College Democrats, Mississippi State University Student Association (Students with disabilities committee), German Club (MSU). 2009 Hattiesburg Relay For Life Community Outreach Committee Chairman.

	Computer Skills

	
	Adobe Photoshop, Adobe Dreamweaver, Adobe Illustrator, Adobe InDesign, Microsoft Office, Outlook, PC and Macintosh.
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