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Patricia Hartman
trishhartman@yahoo.com |  |  412-735-2198 | Gibsonia, PA 15044
Summary    	
Motivated professional seeking to get back into the work force where my experience with customer service and my excellent interpersonal, communication and leadership abilities can be utilized to build a successful relationship between the customers and the management.
Skills    	
	· Business partnerships
· Background checks
· Sales and marketing aptitude
· Issue escalation
· Event planning
· Property amenities
· Property tours
· Record keeping
	· Recruitment and marketing techniques
· Lease file audits
· Corporate policies and procedures
· Application processing
· Sales and marketing
· Multi-family property management
· Microsoft Office
· Knowledge of leasing and market conditions


Experience    	
	Self-Employed Carrier, Pittsburgh, PA
Door-Dash Delivery
10/01/20-Present






Aria Apartments | Pittsburgh, PA
Leasing Consultant
05/2018 - 03/2020
	· Customer Service
· Delivery
· Good at problem solving 
· Maintains professionalism even under pressure 
· Meets time limits or deadlines
· Follows through with tasks in the most reasonable order 
· Responsible
· Safe driver

· Oversaw daily operations, maintenance and administration of various properties.
· Tour of property and amenities to prospective tenants and offered valuable information regarding major features.
· Coordinated maintenance and repair requests
· Prepared lease paperwork and obtained signatures and first payments from new residents.
· Coordinated general maintenance and repairs to keep facilities operational and attractive.
· Showed tenants around properties, highlighting features and redirecting concerns to capture interest.
· Responded quickly to concerns regarding community from prospective and current residents.
· Used effective methods to quickly resolve issues among residents.
· Answered calls and responded to inquiries from various parties, using strong active listening and open-ended questioning skills to resolve problems.
· Contacted and followed up with tenants on renewal notices.



	Patty's | Toluca Lake, CA
Waitress
01/2001 - 09/2006
	· Served plated dinners, buffet-style dinners and passed hors d'oeuvres for parties.
· Educated guests on daily specials and appetizers, entrees, desserts and other menu items.
· Greeted customers, answered questions and recommended specials, wine and desserts to increase profits.
· Maximized beverage sales by suggesting appropriate food and drink pairings to suit unique customer preferences.
· Communicated with kitchen staff frequently to stay up-to-date on supply availability and potential customer wait times.
· Checked on guests to verify satisfaction with meals and suggested additional items to increase restaurant sales.
· Updated repeat customers on menu changes and new food and beverage offerings to maintain quality service relationships.
· Assisted kitchen staff with food counts by determining number of items required for complete service.
· Answered phone inquiries to schedule and confirm reservations, record takeout orders and respond to service questions.
· Maintained accuracy while handling payments, giving change and printing receipts to customers.
· Stocked server areas with supplies before, during and after shifts to boost performance of serving staff.
· Applied safe food handling and optimal cleaning strategies to protect customers from foodborne illness and maintain proper sanitation.
· Completed closing duties by emptying trash, safeguarding alcohol and polishing silverware.
· Addressed concerns or complaints quickly to improve service and escalated more advanced issues to management for resolution.



	The Elbow Room | Shadyside, PA
Bartender/Waitress
03/1989 - 04/2001
	· Managed bar area, including cocktail design and menu, inventory, regulation compliance and customer relationships.
· Balanced daily registers and generated sales reports for management.
· Increased average ticket amounts by upselling customers from shelf to premium brands.
· Upsold customers from shelf to premium brands to help boost sales.
· Worked with management to plan and implement special events to boost customer numbers and profits.
· Created signature beverages to increase overall revenue and patron loyalty.
· Supported servers by preparing specialty drinks for patrons in dining area.
· Kept detailed inventories of bar supplies and stocked work areas.
· Operated cash register and Point of Sale (POS) system for transactions and made proper change for cash transactions.
· Ordered inventory to meet expected demand with adequate stock.
· Talked easily with patrons to build rapport and earn repeat business.
· Restocked beer and liquor on regular schedule and after special events.
· Collected food, wine and appetizer orders from patrons.
· Maintained current list of available ride services for inebriated customers.
· Poured wine, beer and spirits for dining room patrons.
· Made product recommendations to customers based on preference, food pairings and special promotions.
· Stayed up-to-date on latest in mixology trends, bar equipment and sanitation standards.
· Kept track of bar tabs and transferred open tabs to dining area for wait staff.
· Produced and balanced daily and weekly sales reports.
· Reduced inventory losses and moved older products by creating new drink menu items.



	Reve | Pittsburgh, PA
Receptionist
07/1987 - 08/1988
	· Delivered administrative support to team members, including making copies, sending faxes, organizing documents and rearranging schedules.
· Answered and directed incoming calls using multi-line telephone system.
· Organized and updated schedules and monthly calendar obligations for various levels of management and staff.
· Maintained daily calendars, set appointments with clients and planned daily office events.
· Scheduled and confirmed appointments.
· Directed and oversaw daily activities of office personnel.
· Processed payments and updated accounts to reflect balance changes.
· Sorted incoming mail and directed to correct personnel each day.
· Oversaw office inventory by restocking supplies and submitting purchase orders.
· Prepared packages for shipment by generating invoices and setting up courier deliveries.


Education and Training    	
University of Pittsburgh | Pittsburgh, PA 
Some College (No Degree) in Criminology/Economics
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