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Objective

To obtain professional employment with a company that can utilize my experience, interpersonal skills and education to achieve the goals of the organization while providing personal growth.  I am experienced in asset management and property management, having specialized in the operation and management of hotel and resort properties.  I have a proven record of supervising others with a focus on effective service to customers and am skilled at bringing multiple constituencies together to achieve positive results.

Experience

OFFICE MANAGER – Dave Myers Design, Inc.



08/2003 – Present

(Hilton Head Island, South Carolina)
· General office responsibilities, including Accounts Payable, Accounts Receivables, Billing and preparation of year end documents for the accountant.

· Negotiation and placement of Health Insurance.

MANAGER CONTRACT ADMINISTRATION - Spinnaker Resorts



02/2003 – 1/2005

(Hilton Head Island, South Carolina)
· As Manager of the Contract Administration Department, I was responsible for overseeing the daily processing of all purchase contracts. My duties included, but were not limited to, the supervision of two employees, preparation of purchase documents for funding with the lender, closing with the attorney, seller financing and notification of new ownership to resort management / owner association.

·  I was responsible for soliciting and implementing a computer based file system for the storage of all purchase contracts.

· As Manager, my role was to act as a liaison between the Sales & Marketing Department, Collection Department, Attorney and Owner Association in handling all consumer concerns and complaints.

OFFICE ASSISTANT - Law Offices of Maria Belbas Parker



05/2001 – 9/2002 

(Hilton Head Island, South Carolina)
· General office responsibilities such as typing, answering phone, filing, copying and assisting office paralegals and Attorney.

· Handled the collection reconciliation for a client of the attorney.

· Assisted the Paralegals with the preparation of closing documents.

ASSET MANAGER - Sunstone Hotel Properties, Inc.



08/1997 –11/2000 

(San Clemente, California)
· I was the Asset Manager for a portfolio of sixty hotels located within the western United States, which were owned by Sunstone Hotel Investors, LLC.  As an Asset Manager I was instrumental in the due diligence for the acquisition and disposition of the hotels as the company realigned it’s assets into strategic market places.

· As my responsibilities were focused on the operational needs of the hotels, I was responsible for the negotiation and review of all contracts with the outside vendors and tenant leases within the hotels. I was instrumental in the negotiation with various cellular companies for the placement of cellular sites on the hotels, which generated additional monthly revenues.

· In addition, I was responsible for acquiring and maintaining all licenses and permits for the hotels.  Including the acquisition of liquor licenses for the restaurant/bars located within the hotels. 

· As hotels were acquired, I was the liaison between the Seller, Franchisor and Sunstone.   I was responsible for the application for Franchise and the review and negotiation of royalty terms and license agreements with the respective Franchisors

DEVELOPMENT COORDINATOR – Signature Resorts, Inc. 



08/1996 –08/1997 

(Los Angeles, California)
· As a Development Coordinator I was responsible coordinating the activities of the property acquisition and development team as a liaison between the lawyers, architect, analysts and consultants.  I was responsible for conducting the due diligence on the acquisition of new properties as well as coordinating the financial due diligence with the analysts.  I conducted weekly reviews with the Senior Director and various analysts to review and assess the current status of the properties under contract for purchase.

· While also functioning as the assistant to the Vice President of Architecture, I was responsible for building relationships with municipal governments, the preparation of requests for proposal, the research of zoning and code restrictions and the gathering of pre-development information.

Education

ALBION COLLEGE – Albion, Michigan



08/1988 –12/1991

I received a Bachelor of Arts in Economics and Management with a concentration in Accounting. I was a participant in the Accounting Society of Albion College and the Gerald Ford Institute for Public Service.

Community

Treat the Troops (Secretary)

Hilton Head Island School for the Creative Arts – PTA (Membership & Grade Level Rep)

Hilton Head Island School for the Creative Arts – School Improvement Council (Secretary)

Software Proficiency

Microsoft Office (Word / Excel & Power Point)

QuickBooks Pro
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