Courtney C. Johnson

26701 Quail Creek #202

Laguna Hills, CA 92653

Home Phone (949) 643-8233

OBJECTIVE

My career objective is to obtain a position in a company where I can join a cohesive team of individuals that will enable us to finish every task to the best of our ability.

WORK HISTORY


2000

 Title Analyst, Spectrum Title Consultants, Tustin, California
      

-Contracted by Edison International to develop skills for manipulating techincal information systems

-Work with Edison’s law department to determine land ownership and required acquisitions


-Involved in strategic mapping research and database input for accurate record keeping



-Perform meticulous property rights research

-Coordinate and perform field observations on public and private property in six counties 

-Assisted in the preparation and completion of Spectrum Title Consultants’ essential training manual

1995-2000
Marketing Specialist, Windermere Realty Group, Portland, Oregon

-Marketed residential property for sale

-Completed legal and binding contracts for the sale of privately owned homes

-Held open houses for Realtor tours and initial public showings

-Prepared ads for local and statewide newspapers 

-Prepared brochures and fliers for advertising receptacles

-Ordered and secured signs to advertise real estate

-Networked with title companies for delivery of comprehensive reports

-Surveyed residential homes for clients

-Assisted home buyers in determining the market value of their desired home

1996-1998
Manager, Oregon State University Housing & Dining, Corvallis, Oregon


-Interviewed and hired twenty-four employees 


-Critiqued eight employee’s work performance quarterly


-Trained teams of employees to work in the mailroom, front desk, and complete payroll


-Directed and organized evening motivational meetings for twenty-nine staff members


-Handled confidential information which maintained the safety of the students

1992-1999
Property Manager of Vacation Rentals, G&S Investments, Lake Oswego, Oregon

-Handled telephone reservations

-Maintained guest reservation records

-Organized house cleaning services and maintenance requests

-Completed house inspections before guest arrival

-Maintained customer satisfaction
EDUCATION

1994-1998
Bachelor of Science, Business Administration


Oregon State University, Corvallis, Oregon


Option: Marketing


Minor: Pre Law

INTERESTS & ACTIVITIES

· Fitness, Health, Real estate investment, Yachting, Traveling, and Scuba Diving

· Budget Director for General Motors Marketing Internship       

