5629 Denton Ct.
Frederick, MD  21703
Cell: (301) 514-2556

E-mail: ggenterprises24@yahoo.com

Daniel Grove

______________________________________________________________________________________

OBJECTIVE



To use the knowledge I have obtained as well as gather the additional knowledge and experience required to achieve success and continue advancing on the career path of Property Management.  

EDUCATION



1999-2003
                        Bridgewater College
                            Bridgewater, VA

· Degree: B.S. - Business Administration 

· Concentration: Accounting

· Honors: Cum Laude                    Cumulative GPA    3.2/4.0
WORK EXPERIENCE

June 2008-Present
      Greystar Management Services            Rockville, MD


Redefining Excellence in Apartment Living.
· Community Manager for the 237 unit Grosvenor Tower high rise in North Bethesda, MD.

Renewals:  Develop increase strategy, send renewal letters, track results, prepare leases, and send copies.

Resident Retention:  Resolve resident concerns and conflicts through effective communication. Provide resident events and use Satisfacts Resident survey results to adjust policies and procedures to exceed resident expectations. 
Renovation Coordinator:  Work with project managers and contractor to complete entire renovation of all apartments and common areas within 2 year time frame.  

Accounting: Handle all A/R and A/P duties for the $400K+ monthly grossing community.

Marketing: Develop effective marketing plan and pricing strategy to exceed budgeted occupancy and NOI.

Expense Control: Monitor expenses by sharing budget with staff including Lead Service Tech to maintain a consistent ordering procedure and limiting excess expenses.

August 2006-June 2008
      JPI Management Services            Rockville, MD


Building Quality for Our Customers.
· Operations Manager for The 836 unit property at The Huntington at King Farm in Rockville, MD.

Renewals:  Develop increase strategy, send renewal letters, track results, prepare leases, and send copies.

Resident Retention:  Maintain resident contact log in residents’ files, includes on-going correspondence, and maintaining resident files per National Standards. Resolved resident concerns and conflicts.

Lease Administration:  Prepared leases, schedule lease signing with new move-ins. Inspected vacant and rented units and coordinated the preparation of units for move in. Setup residents’ utilities at time of move in. Used Yardi Residential Services Software to facilitate day to day activities. 

Accounting: Handled all A/R and A/P duties for the $1.2million monthly grossing community.

September 2004-August 2006
      Riverstone Residential Group           Rockville, MD


Riverstone Residential has established itself at the cutting edge of real estate service solutions and through its expertise is able to provide a wholly integrated package of property management, maintenance, and insurance services.
· Resident Coordinator for The 1,153 unit property at The Huntington at King Farm in Rockville, MD.
Renewals:  Develop increase strategy, send renewal letters, track results, prepare leases, and send copies.

Resident Retention:  Maintain resident contact log in residents’ files, includes on-going correspondence, and maintaining resident files per National Standards. Resolved resident concerns and conflicts.
Lease Administration:  Prepared leases, schedule lease signing with new move-ins. Inspected vacant and rented units and coordinated the preparation of units for move in. Setup residents’ utilities at time of move in. Used Yardi Residential Services Software to facilitate day to day activities. 
May 2004-September 2004               Trammell Crow Residential Services            Rockville, MD


Trammell Crow Residential is recognized and acknowledged as the leader in the multi-family housing industry.

· Accounts Payable Manager for the 1,153 unit property at the Huntington at King Farm in Rockville, MD.


Payables:  Vouchered all bills for property and sent to Chicago based office for payment  
processing. Typical week would include $75,000 in payables. Referenced owner’s chart 
of accounts to ensure correct coding of bills.

Utilities:  Developed a tracking system that allowed for accurate recording of all Gas, 
Electric and Water Bills. Allowed for monitoring of trends and identifying 
inconsistencies. Examined vacancy in order to make sure all occupied units were being 
billed for utilities


Receivables:  Assisted Accounts Receivable Manager in collecting and posting rent. 
Gross Potential Rent for property is approximately $1.5 million.    
August 2003-May 2004                  Mills, Bowman & Dayton, P.C.                 Culpeper, VA

Mills, Bowman and Dayton P.C. is a small firm with approximately 1,300 clients. They specialize 
in tax accounting.

· Staff Accountant




Bookkeeping:  Maintained books for clients using Quick Books Software. Performed 



monthly bank reconciliations. Conducted Payroll, monthly and quarterly payroll reports 



and developed year end W-2 and 1099 forms.



Tax Accounting:  Prepared individual returns for clients by gathering their 



information, organizing it and inserting into the tax program Lacerte. Prepared 



partnership and corporation returns by reconciling  year end reports on 




Quick Books and then importing it on to the Lacerte Tax Software.
SKILLS

· Microsoft Word, Excel, Outlook and Power Point.

· QuickBooks, Lacerte and Peachtree Tax Software.

· Yardi, Onesite, Blue Moon, Velocity, JD Edwards, Yieldstar Software
REFERENCES

References available upon request

