Sandra Redd
19212 Lyndon B. Johnson Freeway

Apt.# 2921

Mesquite, Texas 75150

(214)616-1643

sandra9668@hotmail.com
OBJECTIVE:
 To be a team player with a secure, responsible, progressive and challenging position. I am seeking a position that will provide the opportunity for growth, to enhance company profitability, while contributing to company goals.

BACKGROUND SUMMARY/SKILLS:
 I have effective communication skills including written, verbal and interpersonal. I also am a high-energy team player, an innovative self-starter capable of managing multiple tasks simultaneously with a proven effectiveness in goal setting and team building among colleagues. I offer a diversified experience in customer service positions, particularly effective in determining customer needs and applying new information rapidly with the ability to develop/implement efficient programs and organize projects with quick results. Because of my experience in direct customer oriented businesses I have developed exceptional customer service and organizational skills including a detail oriented strong work ethic while providing high quality and timely follow through on all tasks. 

EXPERIENCE:

03/09-12/2009 Texas Southwest 

Customer Service
   Process work orders taken for apartment installations
   Assist Sales People with various request
   Answered multi-line phone systems very accurately and directed Customers to Specific Area of Interest.
 
6/04 – present  Licensed Real Estate Professional / Property Manager


Sales Agent

         Assist sellers in marketing their property and selling it for the highest possible price under the best terms.
         Assist buyers by helping them purchase property for the lowest possible price under the      best terms.
         Provide comparable information about the prices for which other properties have sold and analyze data for          
      market comparison.
         Sharing information about commercial and residential properties through the MLS.
        Fielding phone calls, negotiating the sales contract, alerting clients to potential risks while complying with the 
      disclosures required by law.
Property manager

         Duties of property management include acting as liaison between the landlord and tenant , 

       responding to and addressing maintenance issues, advertising vacancies for landlords, and         

       doing background checks on tenants along with other management responsibilities.

        Responsible for managing multiple rent properties and vacation homes for out of state     investors.
 4/96-9/03           Dallas Carpet Outlet Inc.
Secretary/Office Administrator

                  Answered 5 line phone systems very accurately and directed Customers to Specific Area of      Interest. Open and closing of store and its procedures.
                  Prepare monthly financial statements for accountant, A/P & A/R
                  Performed Employment Verifications on all customers and pre-processed finance loans.

                  Ordered/maintained office supplies, created purchase orders for outside vendors and received all invoices using QuickBooks, Microsoft Word, Publisher, Excel and Outlook.

            Managed and scheduled jobs for carpet installers. Prepared W-9 for installers. 
                  Responsible for ordering carpet, tile, and wood on all properties.
                   Developed and maintained a strong working relationship with other employees and Management, worked without supervision and with minimal direction.

10-Key by touch

                   Managed all monthly reporting, financial statements, payroll using ADP, assisted with HR duties and employee benefits
                    Ordered and maintained carpet samples and supplies

                    Worked with vendors and managed company accounts using RFMS

                    Maintained the showroom (housekeeping) upon opening and closing of the store

                     Made sure break room was cleaned and stocked

EDUCATION:

2006 Received Insurance License

2004 Received Real Estate License 

1987 High School Graduate

PERSONAL REFERENCES:

1. Tim Price
Pastor-The Penetcostals of Forney
903-738-2974
2. Jana Myers

Colleague/Friend

972-345-7403

3. Casey Landry

Colleague/Friend

214-243-0942
