Steven Morales
4131 Stirling Road Apt 103 ( Davie, FL 33314 ( 954-826-6058 ( smorales4@yahoo.com
Profile
I am a dedicated profession with leadership qualities and a strong sense of personal responsibility.  I am seeking a career in community association management.  
Key Skills
	Condominium Association Management Skills
Word, Word Perfect, PowerPoint, Excel
Spanish Fluency
Ability to manage maintenance and service contractors
Strong Expense Reduction Skills
	Knowledge of Florida Statutes & Association Policies
Spreadsheet & Database Creation
Accounts Payable/Receivable
Records Management
Meeting & Event Planning
	


Experience
	OFFICE OF THE STATE ATTORNEY, Ft Lauderdale, FL
	2004 to Present


Office Clerk 
Repeatedly promoted during 7-year tenure with the States Attorney’s office. Responsibilities include managing multiple tasks within several divisions, including heavy telephone contact, file management, completing reports, trial calendars and processing incoming mail.  
	THE OAKS CONDOMINIUM ASSOCIATION, Ft Lauderdale, FL
	2009 to Present


President
Served as a Board Member for the Condominium Association, a self-managed community. Handled contract negotiations, vendor selection, oversaw property management.  Interpreted Association documents, conducted monthly meetings and prepared the annual budget. 

Developed efficiency-enhancing workflow/process improvements that made it possible to accommodate increasing responsibilities necessitated by staff reductions.  Decreased property expenditures by implementing needed controls in vendor pricing and property expenditures.  Saved thousands of dollars in fees and assisted in the collection in past due maintenance allowing for a significant decrease in accounts receivables.

	BROCK PROPERTY MANAGEMENT, Coral Springs, FL
	2008 to 2011


Administrative Assistant

Worked directly with Property Manager in the proper management of several Homeowners Associations and Condominium Associations.  Prepared business letters and reports for Associations.  Coordinated meetings between vendors and Board of Directors. Followed up with tenant violations and owner complaints. Maintained and updated tenant information.  Distributed daily mail. 
	SOUTH BEACH GROUP, Miami Beach, FL
	2000 to 2004


Front Desk Agent

Greeted guests in a professional and welcoming manner.  Completed the registration process and made appropriate room selection based on guest needs. Resolved guest challenges throughout their stay. Promoted hotel services and amenities for arriving guests.  Followed all accounting procedures according to guidelines to ensure proper revenues and payment on accounts received and credited.  Answered and directed all incoming calls from inside and outside the hotel. 
Education
	BROWARD COLLEGE, Ft Lauderdale, FL
	2009-Present


Associate of Business Administration
Licensing

	Community Association Manager License Number CAM38340
	2011-Present


	Florida Notary Public
	2006-Present


