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Katrishca Barker-Sales
PSC 450 Box 349

APO, AP 96206

Cell: (010)8023-1568 
Home: (206)388-3255

Email Address: katrishca@msn.com 

Typing words per minute: 45

PROFESSIONAL SUMMARY 
A highly motivated, goal oriented professional with over 9 year’s of Real Estate experience; numerous years of Supervising, Problem Solving, Analytical, and Customer Service skills. 

WORK EXPERIENCE
11/2001 to Present. Hours per week: 25 Real Estate Agent.  Genesis Real Estate Company Federal Way, WA. I arrange the sale of various types of properties on behalf of the seller and buyer. I also conduct presentation of properties for potential buyers and sellers; discuss the method of sale and purchase; and any costs associated. I provide a comparative market analysis based on the current market price and suggest a reserve or minimum selling price, list details of land or buildings for sale, and arrange for the advertising of properties. My duties also include assess buyers' needs and locating properties for their consideration. I also prepare legal agreements between sellers and buyers and work with mortgage companies to secure loans for approved clients within their budget.

09/2007 to 12/2009. Hours per week: 37.5 Sr. Lease Administration Specialist. Port of Seattle Seattle, WA. I provided specialized technical support using real estate/property management technical software. I also supervised an Administrative Assistant that reported directly to me with updates on filing, data entry, long term storage of documents and other miscellaneous duties. I supported two Senior Property Managers with various portfolios; including Commercial Properties and Industrial Properties.  I managed, administered and audited the lease process for Seaport Property Management, Commercial, Industrial, Cargo and Cruise Services. I also edited and input leases located on SharePoint. I communicated directly with tenants regarding rent payments, insurance, surety, lease renewals, lease options and renegotiating of rent and new lease terms. It was imperative to meet crucial deadlines; which included working directly with accounting to ensure that billing information was current and correct.       

09/2006 to 09/2007. Hours per week: 40. Senior. Customer Representative. The McKinstry Company, Seattle, WA. I received all incoming issues via email regarding building maintenance issues; and I was responsible for making sure the proper engineer was dispatched according to procedure. I assured a 24 hour follow up on all outstanding issues. I also researched issues to see if any additional information was required in order to retrieve an estimated completion date. I communicated directly with tenants and engineers regarding outstanding issues and updated temporary procedures in an Excel Spreadsheet according to the engineer’s schedule.

01/2003 to 06/2005. Hours per week: 40. Loan Servicing Specialist. Washington Mutual Bank, Seattle, WA. I was responsible for making sure misapplied payments were corrected. I was responsible for problem solving regarding interest inquires and maintenance on Homes Loans, Equity Lines of Credit and Personal Lines of Credits. I was selected as the liaison to handle customers who desired to set up auto pay on loans. I was also appointed as the appointed as the Team Representative that worked directly with Senior Management to manage the Operational Excellence implementation program. 


1/2000 to 11/2001. Hours per week: 40. Customer Liaison. Health Care Management, Bellevue, WA. I handled customer care support for inquiring clients regarding health care options; pre-pricing claims medical claims for hospital and medical reimbursements.  I also provided general office support; monitoring multi-line phone system, filing, mail distribution and data entry. 


03/1998 to 04/1999. Hours per week: 45 or more. Lead Insurance Representative. Las Vegas, Nevada. I supervised three employees. I was responsible for preparing the weekly work schedule for employees at my local office, preparation of pay roll, distribution of daily cash drawers, counting of employees’ cash drawers at the end of their shifts; which also included accounts payable and receivable. I worked directly with accounting to make sure branch was meeting daily quotas.  I assisted customers with auto insurance requirements, new policies, and endorsements of existing policies.  
 EDUCATION
 4 Years College, Bachelor’s of Science, Business Management, GPA 3.19, University of Phoenix, Total credit hours earned, 120.

Currently attending Graduate School, Master’s of Management, Current GPA 3.44, University of Phoenix, Total credit hours earned, 21; Total credit hours required 39.    

Training

04/11/2008, The Keys to Error-Free Writing, Syntax Training 

10/24/2007, Preventing Workplace Harassment, Brightline Compliance, LLC 

Licenses

11/08/2001 to current. State of Washington Department of Licensing, Real Estate Salesperson License.

08/05/2008 to 07/21/2012 State of Washington Department of Licensing, Notary Public Appointment.     

Other Information

I am on the Board of Directors for Hand and Hand Community Development, a non profit organization, located in Seattle, WA.       
