  Stephanie Luciano 

career@sladvantage.com
PROFILE
· Provides top-notch skills in personnel development and management, strategic planning & implementation, coaching, change agent, computer and network evaluation, web design, marketing, and sales

· Self-motivated hands-on achiever with 18 years diverse professional experience in the service industry working in management, technology, accounting, and sales  

· Analyzes progress of division/organization to ensure systems and processes are on target to meet division/organization goals and ensure they are in harmony with the overall vision, mission, and goals

· Offers employee development and mentoring, leadership, coaching, planning, organization, negotiations, and challenge resolution skills to ensure consistent improvements within the organization

EXPERIENCE
Certified Public Accounting Firm  (Jan 98-Present)



         Office Manager

· Assisted in the purchase of 20,000/sq.ft. building and redesign of 5,100/sq.ft. space for firm relocation

· Managed fifteen office/retail units including leasing, tenant improvements, and tenant/vendor relations

· Strategically reorganized and maintained human resource processes, including employee handbook, policy and procedure manuals, employment contracts, job descriptions, personnel records, etc.

· Hired, trained, coached, evaluated and motivated administrative staff, developed effective communication skills and team building through mentoring employees

· Trained staff on Microsoft products, contact management, time and billing system, e-mail, QuickBooks(, Internet access, and other software packages

· Created and prepared marketing materials (web site, ads, brochures, flyers)

· Oversaw payroll processes, accounts payable, and accounts receivable; produced financial statements and other management reports; created department budgets

· Negotiated contracts for computer systems, office equipment, office services, renovations, etc.

· Maintained 19 client Microsoft NT network and 12 client training area; analyzed, installed, and maintained several third party software packages; created and maintained web site  

· Programmed contact manager (Act!) to centralize data, schedule shareholder appointments, track compliance projects, maintain correspondence, and reduce administrative processes 

· Developed and launched training department that provided QuickBooks( software training to clients  

Real Estate  (Sept 93- June 98)

     
  Realtor, Assistant Commercial Property Manager
Sales (1996-1998)

· Assisted buyers and sellers with sale and purchase of real property

· Achieved multi-million dollar production in less than 18 months 

· Negotiated and prepared earnest money agreements and coordinated closings

· Designed ads, brochures, flyers, and newsletters

· Advised sellers on curb appeal, showing strategies, and market conditions

· Discovered alternative possibilities for buyers with financial challenges 

· Provided training to associates on MS office and various software applications and system purchases


Management (1993-1995)

· Managed two retail properties with forty-seven tenants; assisted with seven office properties and one large retail property; prepared budgets and management reports

· Met with tenants regularly and managed plaza marketing association

· Coordinated property maintenance and repair with contractors and staff

· Transferred manual operations to computerized systems; created detailed, easy to use manuals; created linked spread sheets and a database to reduce processing time 40%

· Reviewed lease agreements; contacted delinquent tenants; processed five day notices as needed
Continued

Stephanie Luciano
career@sladvantage.com 

EXPERIENCE- Continued
Financial Aid
 (Oct 84 -  Sept 93)

    


           Financial Aid Administrator 
· Responsible for the operation of multi-million dollar businesses, managing up to nine employees

· Developed default prevention unit which included creation of policies and procedures, training and evaluating new staff, and initiating and directing the production of a computerized tracking systems 

· Created training presentation material and lead workshops for students and staff 

· Audited offices and ensured regulatory compliance 

· Prepared management reports and budgets, reviewed student accounts

· Determined student eligibility, processed accounts, maintained detailed files, worked with lenders, staff, parents, and students regarding accounts and routine information, processed data entry, and worked with strict deadlines in high pressure atmospheres
EMPLOYMENT SUMMARY

	01/98- Now
	Office Manager
	Fischer, Hayes & Associates - Presently Employed, OR

	01/96- 06/98
	Realtor
	Century 21 & Windermere, OR

	09/93- 10/95
	Assistant Property Manager
	American Nevada Corporation, NV

	10/84- 09/93
	Financial Aid Administrator
	Various Technical Schools, AZ, CA & NV


COMMUNICATION& MANAGEMENT SKILLS

· Provide development through mentoring, coaching and effective evaluation and development of strengths; develop tools and programs for continued improvement and enrichment

· Assess overall development needs and provide constructive change collaboration 

· Coaching includes enriched communication experiences (getting to the bottom of issues quickly), working with diverse individuals, developing teams focusing on strengths of individuals
COMPUTER SKILLS

· Microsoft Office 95/97/2000/xp (including Word, Excel, Outlook, FrontPage, Access, Publisher)

· Windows Workstation 3.1/95/98/NT/2000, QuickBooks Pro, Quicken, Act! 

· Well-versed in hardware, software, and peripheral analysis, setup, maintenance, and upgrades
EDUCATION

Bachelor of Science, Management – 3.625 G.P.A. – Top Rated Liberal Arts College - Linfield College, OR

Associate of Arts Oregon Transfer  -  with Honors - Chemeketa Community College, OR

Associate of Applied Science, Accounting  - with High Honors-  Community College Southern Nevada, NV

Three year program (Ontological Design) in business, communication, & management -  Logonet Inc., CA

Continuing Education: computer technology, management, sales, real estate, regulations, & marketing 

PROFESSIONAL AFFILIATIONS

	Recent

Salem Area Computer Club (Board Member)

Salem Economic Development Corporation

Salem Area Chamber of Commerce

Business Woman’s Chamber
	Previous

Salem Association of Realtors

Polk County Association of Realtors (Treasurer 2 years)

Toastmasters International

Dallas (Oregon) Chamber of Commerce
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