Stephanie Luciano


Portland, OR  97217 ( www.sladvantage.com 
Professional Profile

Top notch professional with a Bachelor’s in Management and several years of service industry experience.  Proven abilities in administration, project management, and real estate.  Hands-on professional with extensive and wide-ranging organizational and problem-solving skills. 
Experience

	CB Richard Ellis, Inc  (Oct 02- Jan 04)
	Assistant Real Estate Manager


· Assisted in the management of 320,000 SF office/industrial/retail properties, respond to tenant needs, review lease agreements and documents; contact delinquent tenants, complete property inspections and process work orders, process A/P and A/R, prepare annual budgets, forecasts, and monthly reports

· Bid maintenance and improvement projects, create contracts, ensure insurance and lien releases are on file, process payments, track budget to actual, and monitor progress and assure quality

	Fischer, Hayes &Associates, PC  (Jan 98- Sept 02)
	Office Manager


· Oversaw the management of nearly 3,000 client files, including ensuring timely processing of tax returns, accurate file management, billing, appointment scheduling and tracking

· Processed payroll, A/P, A/R; produced management reports; utilized MS Office, typed correspondence, filed, answered phones, distributed mail, maintained files, negotiated contracts, managed administrative staff, strategically reorganized and maintained HR processes, including employee handbook, policy and procedure manuals, contracts, job descriptions, records, etc. 
	Real Estate  (Sept 93- June 98)
	Realtor, Assistant Commercial Property Manager 


· Sales (Jan 96- June 98) Assisted buyers & sellers with real property transactions; achieved multi-million dollar production in under 18 months; negotiated & prepared earnest money agreements & coordinated closings 

· Property Management (Sept 93- Oct 95) Managed two retail properties and assisted with several office/retail/industrial properties including reviewing lease agreements and ensuring compliance; negotiated contracts for improvement projects, renovations, janitorial services, etc.; coordinated property maintenance and repair with contractors and staff; prepared budgets & management reports, and coded & processed a/p
	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 the production of a computerized tracking systems 

· Created training presentation material and lead workshops for students and staff; determined eligibility, processed accounts, maintained detailed files, worked with lenders, staff, parents, and students regarding accounts and routine information, audited offices, prepared management reports and budgets, and worked with strict deadlines in high pressure atmospheres
Computer Software
	MS Office (Word, Excel, Outlook, FrontPage, Publisher, PowerPoint, Access and Project)

	QuickBooks 5.0-2002, Act! 4.0-2000, Windows NT, 2000, XP, networking, billing software, and more


Education
Bachelor of Science, Management - Linfield College, OR (Top Rated Liberal Arts College)
Associate of Applied Science, Accounting - Community College Southern Nevada, NV
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