Erin Steele
Atlanta Metro area
(770) 912-4840
esteelepa@gmail.com


SUMMARY OF QUALIFICATIONS
A highly qualified forward thinking Customer Service and Sales Professional with over 15 years of varied and progressive experience.  Obtained my real estate broker’s license in 2000 within the first month I had written three new construction contracts and after receiving multiple sales awards I wanted to learn other aspects of the business. After relocating to Georgia in 2004 and transferring my license decided to tackle the multi-family industry, which was a very rewarding experience. Described as a results orientated and high energy professional with a talent for leading by example and inspiring peak performance. Known as a decisive, positive leader with the proven ability to work with all levels of employees.  

AREAS OF EXPERTISE

	· Policies and Procedures
	· Sales

	· Reading Credit Reports
	· Organization

	· Writing Credit Explanation Letters
	· Customer Service

	· Budget Maintenance
	· Event Planning	

	· Collections
	· Matrix Care

	· Real Estate Contracts
	· AMSI

	· Verifications of Rent and Employment
	· Payroll 

	· Employee Relations
	· Processing and Time Management




PROFESSIONAL EXPERIENCE:
 
Bert Weiss Atlanta, GA 2017- present
House Manager/Personal Assistant & Nanny 
Coordinated activities and administrative tasks related to the overall operation of the Weiss family household and their associated businesses, to include but not limited to day-to-day scheduling, light chores, errands and business management for The Bert Show (TBS).   Utilized strong time management and organizational skills, good computer competence and a superior level of integrity. 


The Specialty Nurse Company Marietta, GA 2014- 2017
Staffing Manager 
Conduct daily quality assurance checks of client and field employees schedules.  Manage 2,000 caregiver hours per week for 20 out of 30 clients.  Utilize conflict management strategies to diffuse difficult client and or caregiver situations. Manage and direct all Scheduling and On-Call Scheduling services and related office staff and ensures their work is compliant with company and state regulations.  Manage overtime hours for field staff as well as the staffing department including PTO tracking.  Analyze and  interpret reports related to call outs and tardiness of field staff.  Share report information with the clinical support nurses (CSNs) to  ensure proper disciplinary actions are taken.  Ensure that staffing department keeps Soneto activities for client and caregivers interactions up to date. Coordinate with accounting, human resources, CSNs and other department heads to define metrics for measuring performance and run monthly metrics reports.

Scheduling Coordinator 
Managed 1,550 caregiver hours per week for 15 out of 25 home health clients.  Developed and maintained client and caregiver relationships by keeping open lines of communication as it pertained to client and caregiver schedules, including physician and therapy appointments.  Processed weekly payroll for internal and field employees,  in conjunction with the accounting department.  Conducted research within the caregiver database, set up interviews and prepared and completed new caregiver orientations.


[bookmark: _GoBack]Bert’s Big Adventure (BBA) and The Bert Show (TBS) Atlanta, GA 2012-2014
Personal Assistant/Volunteer Services Manager/Bookkeeper/Distribution Manager
Maintained Fairy Godparent  (FGP) volunteer personnel files.  Managed FGP hospital visit calendar, Ordered/Canceled FGP credit cards, collected all monthly FGP credit card logs and receipts.  Maintained all accounting files, prepared and mailed tax donation letters to donors, submitted wire transfer request on behalf of BBA, TBS and the Weiss’ personal accounts.   Collected all in-kind donation receipts and submitted to accountant for the 990 tax preparation.  Prepared all new- hire paperwork.   Booked all travel arrangements for BBA and TBS staff.   Reconciled monthly bank statements for BBA and submitted to accountant.   Managed all QuickBooks debit and credit entries for BBA, annual distribution of Magical Moments magazine to all sponsors and supporting pediatric doctors and dentist offices in TBS listening markets.
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Program Assistant/Volunteer Coordinator/Personal Assistant 2011-2012
Interviewed potential new FGP volunteers, submitted background check forms, and arranged for credit cards for the new FGPs.  Coordinated FGP hospital visits, made travel arrangements for staff and families attending the annual Disney trips.  Coordinated pre-event TBS appearance logistics with PR contact and/or event planner, filtered TBS fan or business emails to appropriate individuals, participated in pre and post Bert’s Big Adventure trip planning and attended Bert’s Big Adventure annual trip down to Disney

Bert and Stacey Weiss Atlanta, GA 2009-2011
House Manager/Personal Assistant & Nanny 
Coordinated activities and administrative tasks related to the overall operation of the Weiss family household and their associated businesses, to include but not limited to day-to-day scheduling, light chores, errands and business management for The Bert Show (TBS).   Utilized strong time management and organizational skills, good computer competence and a superior level of integrity. 

Westminster at Buckhead Atlanta, GA 2008-2009{Originally Kaplan Properties then sold to Venterra Realty}
Property Manager
Handled all aspects of  resident relations.   Maintained all property financials to ensure accuracy,  including budget planning. Continuously built vendor and  resident  relationships.  Maintained  netoperating income (NOI), while completing the hiring and training process of all new staff.   Remained abreast of the growing market conditions as  related to the property. 

Camelot at Buckhead/ Westminster at Buckhead Atlanta, GA 2006-2008 (Kaplan/Venteera)
Assistant Property Manager
Posted all monthly rent and utility payments and  collected  97% or more of monthly utility payments.  Received monthly bonuses for collection efforts and accuracy of  reports.  Uploaded statistical and financial data into eSite, including move-ins, move-outs, renewals, resident demographics, and security deposit processing.  Maintained financial records for the property,  including but not limited to accounts receivable and accounts payable.  Met with potential new residents and explained property qualifications.  Reduced delinquency from $5800 to $1600 in September 2006.   Promoted to Assistant Manager Mentor for the Southeast  region Sept 2007.   Selected to join the A Team, branch of the Acquisitions Team Jan 2008

Camelot @ Sweetwater Lawrenceville, GA 2005-2006 (Kaplan)
Leasing Consultant
Met with potential new residents and explained property rental qualifications.  Reviewed available inventory and assisted with completion of rental applications.  Completed weekly maintenance reports and monthly market surveys. Planned and hosted monthly resident parties. 

Realty Place, Inc Charlotte, NC 2000-2004
Broker
Met with potential buyers/sellers to \determine housing   needs.  Pulled client credit reports, reviewed with them, and assisted in writing credit explanation letters when necessary.  Showed property that met the client’s needs and specifications.  Ensured accuracy of  closing documents.  Sold over $4 million in residential sales in 2003 and received a Top Sales Agent award

EDUCATIONAL SUMMARY:
Georgia State University, Atlanta, GA 2013-present
Bachelor of Arts-Managerial Sciences with a concentration in Operations Management

Mingle Real Estate School Charlotte, NC 1999-2000
Salesperson and Broker’s Licenses

Central Piedmont Community College Charlotte, NC 1994-1998
Physical Therapy and Real Estate




