SANDY HENSON

P.O. BOX 871

Park Hill, OK 74451

Cell: 405-519-4243

EMPLOYMENT OBJECTIVE

My eagerness to start new and diverse experiences and make the most of the position is my strength.

MAJOR ACCOMPLISHMENTS

Managed a 212 unit complex.  Improved the income and occupancy to an all-time high remaining consistent throughout my employment.   I have helped start a new property and during the initial leasing process brought it to a 90% occupancy in four months.

EXPERIENCE

GARRISON MANAGEMENT, INC.   2005 to 2012:   PROPERTY MANAGER


Opened a new property.  Worked with contractors until property construction was completed.  Solved all construction problems, as they occurred.  Produced the Grand Opening of this property which included invitations, advertising, catering and coordination of timing for a smooth function.

Maintained files in proper order at all times for Audit Manager.  All office duties, including banking, traffic reports, rental reports to home office as well as overseeing apartment moves both in and out of the property, periodic apartment inspections, resident evictions, when needed, along with personally representing the company in court to complete the evictions.  Handled resident disputes, helped residents with maintenance problems in their apartments, showed apartments to lease and supervised staff.

GOAL’S REAL ESTATE - 2003 to 2004:  
PROPERTY MANAGER


The owners of the company moved out of state, therefore made my position a one man operation.  Duties included supervision of 48 homes and 3 businesses.   Interacted with insurance companies.    


Office duties included running credit reports and background checks on potential residents.  Accounts Payable and Receivable, made decisions on upgrade and decorating of houses.  Handled evictions, assisted sheriff in lockouts due to evictions.  Assisted residents with method of rent payment on a timely basis, neighbor disputes and maintenance problems.  Personally did the maintenance and housekeeping as needed.  Was on call 24/7 therefore the office was in my home.

SUNNYLANE PARK APARTMENTS - 1998 TO 2002:  PROPERTY MANAGER


Responsible for all office duties including Accounts Payable, Accounts Receivable, all resident records and reports to owners.   In addition, I ran credit reports and background checks on potential residents.  Assisted residents with method of  paying rent on a timely basis to neighbor disputes and maintenance.  Assisted maintenance and housekeeping as needed and made decisions on upgrading and decorating.    Started having cookouts for the residents and parties for their children.  Took a complex and  improved the overall atmosphere there by making it a nicer place to live. 

Page 2

Sandy Henson Resume
KIGHTLINGER – 1992 TO 1998:
PROPERTY MANAGER


Supervised 26 homes and 24 farms.  All office duties including credit reports and background checks on potential residents.  Prepared court documents if eviction was necessary and assisted sheriff in lockouts due to eviction process.  Supervised staff on all decisions and assisted residents with problems of neighbor disputes, maintenance decisions and method of paying rent on a timely basis.  Interacted with insurance companies.  I also worked with oil companies taking care of over 100 oil and gas leases for the owner.  On call 24/7.

SKILLS

General office and people skills.  Bookkeeping, including payroll, general ledger, cash disbursements and cash receipts.  Computer literate in the use of  internet and word processing programs.

HUMAN RELATIONS AND COMMUNICATION SKILLS
Excellent organizational and management skills.  I am an attentive listener, eager, willing and capable of learning new skills and able to develop rapidly and easily.

References available upon request.

