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Overview


I have experience in the HOA industry and multiple departments of  HOA Management:   Accounts Receivable and payables process;  strong Executive and Manager, Admin support; Calendaring; HOA transition of properties (developer and management companies), creation of internal processes and procedures, front desk receptionist and call center, Architectural, violations and compliance departments. Mail room and filing. I have created training and taught Board training  I am a multi tasker and have the ability to work from my phone, cloud/home and other mobile platforms.
Relevant Experience
NEVADA COMMUNITY MANAGEMENT 
Las Vegas, NV 

February 2018-Jan 2025




Administrative Assistant for 2 managers

· Assisted on 23 accounts – 9 condos and 16 single family, total of 4400 residents

· Prepared agendas, board packets, nomination forms

· Kept annual calendars for all HOA’s I was an assistant on

· Prepped 562 and Secretary of State forms for Manager review
· Uploaded and maintained HOA website 

· Worked remote from home from March 2020-Jan 2025

· Attended Board meetings as needed and assisted with any follow-ups

· Processed RFPs as requested by the Boards

· Updated gate directory in Brivo and MyQ

· Answered emails and phone calls for all HOAs I was an assistant on

· Trained remote support staff in Philippines

BARTON CONSULTING GROUP

Las Vegas, NV


January 2015-February 2018

 

Office Manager
· Managed entire office

· Duties included:  schedule interviews, maintain office calendar, book all travel for executives, maintain office website/Facebook, answer all emails and calls, process new hires, maintain office documents, payroll management, all human resources duties, available after hours, maintained inventory

PINNACLE COMMUNITY MANAGEMENT
Las Vegas, NV
November 2008 – September 2009
Administrative Assistant
Assisted managers on 13 properties




Duties included: answering phone calls; mailing newsletters, agendas, etc; preparing agendas/board packets; preparing resolutions, rules and regulations; processing Architectural request and clubhouse rentals; attending board meetings and drafting the minutes; requesting bids and following up on any action items

PLATINUM COMMUNITY SERVICES     Las Vegas, NV
September 2007 – March 2008

Administrative Assistant
Las Vegas, NV


 
Assisted HOA managers with mailing of letters, violations, Board packet preparation, emails and other duties

Worked Onsite as the Administrative Assistant for a 700+ condo project assisting homeowners personally on a day to day basis with all concerns, vendor management, maintenance management, inspection of the property

and other situations as they arose

BENCHMARK ASSOCIATION SERVICES    Las Vegas, NV
March 2007 – September 2007

Administrative Assistant
Las Vegas, NV




Assisted managers with daily operating procedures for their Associations: Filing, drafting letters, mailing notices

to owners, violations, Board Packets

RMI MANAGEMENT, LLC
Las Vegas, NV
September 2005 – March 2007

Training Coordinator
Las Vegas, NV

Responsible for creation and implementation of training classes



Published a monthly training calendar for all employees to train them on the company policies, procedures and software through one on one sessions, hands on classroom training or CD training

Created and maintained New Employee Orientation

Maintained company Microsoft SharePoint site

Assisted IT department with user issues if related to software concerns

Responsible for conference room reservations and signs

Assisted various Community Association Managers with homeowner calls, mailing letters, responding to emails, following up on work orders, preparing Board packets

Attended Board meetings for various Associations

Responsible for Audio/Visual equipment




Education


LINCOLN CHRISTIAN UNIVERSITY

Bachelors Degree Leadership/Management
Las Vegas, NV

JOHNSON AND WALES UNIVERSITY Associates Degree Computer Science Providence, RI

Member of Phi Beta Lambda



2002

Skills


Accounts Payable/Receivables

Responsible for posting assessments, fines and miscellaneous checks to homeowners accounts
Responsible for researching and communicating open items to sited properties
Responsible for supporting Web exceptions (as needed)
Responsible for cash receipts Filing
Responsible for month end preparation of Cash Receipts for Docuware
Responsible for processing and sorting through daily mail
Responsible for preparing correspondence to external clients
Work as a team member and in accordance with FirstService Global Service Standards.
Operates within GAAP and FirstService Accounting guidelines.
Ensure all customer contact is handled in accordance with established procedures
Research, identify, and analyze discrepancies and recommend clear solutions
Possess time management and organization skills to effectively prioritize multiple objectives and achieve 
 
   
Functional Skills and Abilities
Adapting to new environments

Helping and serving others

Ability to successfully work with a wide range of personnel including community managers, assistants, Board Members and all levels of management personnel.

          
                    Work Content Skills
Proficient in Microsoft Office 2003 and 2007 - Word, Excel, Publisher, PowerPoint, Outlook

Competent in DOS and Windows (98, XP, Vista)

Completed M-100 Community Association course (April 2006)

Completed NV CAM class through Key Realty (April 2006)

Passed NV State CAM test (May 2009 and September 2009)

Attended updated 2009 NRS 116 Legislative classes (August 2009)

Some knowledge of Visual Basic

Functional Job Skills
Establishing effective priorities

Adept at conflict management

Problem solving

Conveying understanding and patience

Following through and time management

2 + years experience in Accounts Receivable
Proven high degree of accuracy along with an attention to detail for numbers

Self Management Skills
Friendly

Resourceful

Organized

Honest

Quick Learner

Open Minded

Personal Values
Being a good parent to my 2 children
A meaningful personal relationship

Keyword Summary
                    Reliable, hard working, dedicated, quick to learn

     Member of Toastmasters since 2012 – currently serving as Vice President of Education and Membership

     Maintain continuing education courses through SkillPath, Fred Pryor and National Seminars (full list available upon 

         request) 
                    Former Franklin Covey 7 Habits Facilitator
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