Ashley C. Davis
Fort Myers, FL 
AshleyCDavis@hotmail.com 
239-810-1239 

Work Experience 
[bookmark: _GoBack]Commercial Property Manager 
Carroll Properties Investments July 2019 to Present 
• Negotiation and preparation of Leases and CAM for commercial units
• Preparation for Marina opening, securing vendors, coordinating stock 
• Boat show support and Sales
• Phone operation and customer service 
• Reservation creation and deposit collection for incoming Marina customers
• Rent collection and meeting minutes / note taking
• Email correspondence with attorneys, architects, design consultants and more
• Filing and organization  

Accounting Manager 
Paradise Hobbies - Fort Myers, FL October 2016 to Present (Part Time)
• Sales and Payable account reconciliation
• Payroll and H/R creation and management
• Tax form submission and payments
• Parts and radio controlled vehicle inventory and pricing 
• Cash and Credit Card handling and reconciliation 

General Manager 
Best Western Fort Myers Waterfront - Fort Myers, FL July 2011 to July 2019 
• Manage 108 unit property
• Decision making in all aspects of third party service contracts and purchase orders
• Investigate and reconcile accounts receivables
• Coding and processing of accounts payables
•Monitors the performance of the hotel through verification and analysis of guest satisfaction systems and financial reports
• Manage maintenance and rent collection of restaurant and condo tenants 
• Edit timekeeping software
• Develop initiatives to improve customer service and productivity
• Hold weekly staff meetings 
• Backup of departments when short staffed and additional hands on training when needed
• All other tasks essential to daily operations of this medium sized business
• A working knowledge of budgets, profit and loss statements and STR reports.
• Maintains product and service quality standards by conducting ongoing evaluations and investigating complaints by working directly with their teams at Front Desk, Housekeeping, Maintenance, and sales

Office Assistant 
Carroll Properties Investments February 2006 to July 2011 
• Phone operation and customer service 
• Rent collection and meeting minutes / note taking
• Filing and organization  

Front Desk Agent 
Embassy Suites Estero February 2007 to August 2009 
• Customer service and issue resolution 
• Cash and Credit Card handling
• Reservation and phone skills 

Education 
BA in Business Administration 
Lee University - Cleveland, TN 
2007 to 2011 

Skills 
Customer Service and Problem Resolution Experience, Phone Skills, Mac OSX, Microsoft Word, Microsoft Outlook, Microsoft Excel, Microsoft Power Point, Microsoft Access (some), Visual Matrix property management software, Accounting, Accounts Payable, Payroll, Quickbooks, Bookkeeping, Coding, Filing, Budgeting, Team Management, Training and more.

Certifications/Licenses 
CFDM Certified Front Desk Manager CHA Certified Hotel Administrator 

Additional Information 
Internship with Schering-Plough (Merck Pharmaceuticals) utilizing Six Sigma processes 
Volunteer work at Churches: Daycare, Elementary age classes and Choir.
