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Self-Motivated, Real Estate Marketing Professional 
Results driven real estate executive with over 13 years’ experience who can simply get the job done.     Obtained real estate license as a senior in high school and went on to complete a four year business degree at Temple in only three years.  Able to manage others and implement systems into the workplace that can stream line the business process and increase productivity.  Critical eye for detail and recognizes the need for a balance of accuracy and efficiency in real estate.
· Niche Marketing – Defined the lead agent’s role as one of the area’s leading SRES (senior real estate specialist) by building a 55+ real estate website

· System Implementation – launched multiple systems that stream lined how business was handled within the group.  Including building a CRM database and an online file sharing system.  
· Social Media Marketing – developed and launched a Facebook presence where connections were made with friends and past clients. Creating new business opportunities. 
Professional Experience: 
The Swain Real Estate Group Langhorne, PA
April 2006 – March 2014
The Swain Real Estate Group is a small group of Realtors within Keller Williams Real Estate in Langhorne, Pa.   Serving clients in the Bucks County, Pa area.  

Executive Assistant of The Swain Real Estate Group
Main support staff member of The Swain Real Estate Group who worked to eliminate unnecessary tasks from the lead agent’s agenda therefore allowing her to be more productive and increase sales. Responsible for building, implementing and managing  all systems for sellers, buyers, lead generation, database management, information management and back-office support. 
· Responsible for all transactions within the group. Communicates with clients, agents, service providers, and all other necessary parties from contract to close during a sale 

· Constructed an online client database for The Swain Group that tracks marketing efforts as well as aids them in communication 
· Developed an online file sharing system for the Group, so that files could be easy organized and seen by all whenever needed
· Formed a S-Corp to better organize the business and to reap tax benefits.

· Prepares monthly and annual financial reports   
· Created both an online marketing & social media strategy that increased the percentage of internet leads 

· Built a niche website and follow up campaign that yields sales  

· Designs and coordinates all monthly mailings, promotions, and marketing materials

· Responsible for writing all sales contracts using PAR forms

· Meets with listing clients to assist them in getting their home prepared for the market and photograph it
· Input all new listings into MLS and necessary websites 
· Responsible for hiring, training, consulting, and holding accountable all additional administrative team members
Suburban Propane, Robbinsville NJ

   

   April 2005 – April 2006

Suburban is a nationwide marketer and disturber of propane specializing in home delivery. 
Customer Service Representative

· Managed fuel inventory at plant for customer delivery

· Maintained status as leader in off site sales 
· Supervised the collection of delinquent consumer accounts elevating the branch to the second in the region for collections within three months
· Processed customer payments and  made daily deposits
Century 21 Alliance, Levittown, PA
Century 21 is one of the largest real estate franchises in the world.



Buyer’s Agent                                                               
2001 - 2004
· Advised clients in the process of purchasing and selling residential property, under a company operating in 18 regional locations      

· Successfully drafted and negotiated contracts between clients; when necessary performed conflict resolution to facilitate mutually agreeable conditions of sale
· Developed valuable business skills through various channels of 

communication with diverse clientele

EDUCATION:
TEMPLE UNIVERSITY, Fox School of Business & Management, Phila, PA


2004

Bachelor of Business Administration


Major:   Marketing
    Minor: Psychology

Licensed Pennsylvania State Realtor, 2001 - Present
SKILLS:
          

PROGRAMS:


Able to learn computer programs with ease


Direct


Communicates Effectively


Punctual


Manages Projects Effectively


Develops Strategies


Defines Needs


Self-Starter





Social Media Marketing


Customer Service


System Implementation


Follow up


Detail Orientated


Time Management


Problem Solving Abilities


Team Player





Docusign


Zip Forms


TrendMLS


Top Producer





Microsoft Office


Quickbooks


Adobe PDF


eEdge








