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PR OFILE  

Over a decade of experience in sales and customer service; excellent communication skills; 

exceeds goals set by company; quick learner; dependable team member; responsible and ethical; 

self-motivated.  

 

EXPER IENCE  

LICEN SED R EAL ESTATE SALES ASSOCIATE/R EALTOR®                                                                    
SOU TH FLOR IDA                                                                                                                                 
2018–PR ESENT 

Provide guidance and assist sellers and buyers in marketing and purchasing property for the right 

price under the best terms; Determine clients ’needs and financials abilities to propose solutions 

that suit them; Intermediate negotiation processes, consult clients on market conditions, prices, 

mortgages, legal requirements and related matters, ensuring a fair and honest dealing; Perform 

comparative market analysis to estimate properties ’value; Display and market real property to 

possible buyers; Prepare necessary paperwork (contracts, leases, deeds, closing statements etc.); 

Maintain and update listings of available properties; Cooperate with appraisers, escrow 

companies, lenders and home inspectors; Develop networks and cooperate with attorneys, 

mortgage lenders and contractors; Promote sales through advertisements, open houses and 

listing services; Remain knowledgeable about real estate markets and best practices. 

TRANSACTION COORDINATOR                                                                                                  
RU SSOTTI R EAL ESTATE GR OUP;  STUAR T, FL                                                                                      

JANU ARY 2018 -APR IL 2018 

Assistance of Listing Agreements; Transaction flow for executed contracts; Attended inspections 

and other appointments; Obtained insurance and repair quotes; Coordinated marketing and mass 

mailings; Uploaded proper documents for secure record keeping. 

SALES ASSOCIATE                                                                                                                     
TOMMY BAHAMA; JUP ITER ,  FL                                                                                                              

AU G 2015-DEC 2016 

Greeted guests and engaged with them to help determine their wants and needs; Provided 

personalized service; Developed client base; Advised guest on proper utilization and care of 

merchandise; Worked with team members to ensure guest satisfaction; Assisted in display of 

merchandise. 

MEMBER SH IP COOR DINATOR                                                                                                       
YMCA OF TH E TREASU RE COAST;  STUAR T,  FL                                                                                 

AU G 2007-NOV 2015 

Responsible for greeting members; Promoted the benefits of membership; Activated new 

memberships and program registrations; Maintained member accounts; Assisted department 

directors; Participated in Listen’s First Program; All other office duties. 

 

EDUC ATION  

CUYAH OGA COMMU NITY COLLEGE; ASSOCIATE OF AR TS- 1985 

D I A N N E  J A M E S  
Palm City, FL 34990 

(772) 341-9618 
diannejames772@gmail.com 
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