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Real Estate Contracts Secretary/Contracts Controller 
		
Phone: +974 33246133 
E-mail: jolie_marie1986@yahoo.com   
LinkedIn:  www.linkedIn.com/julielynmarterio 

Seeks to join a reputable organization that allows me to utilize and enhance my knowledge, skills, abilities and years of experience in Real Estate Industry.
PROFESSIONAL EXPERIENCE

2012– Present		Real Estate Contracts Secretary/ Contracts Controller
			Al Asmakh Real Estate Development Co. (AREDC) 
Regency Group Holding	, Doha, Qatar

Al Asmakh Real Estate Development Co. is an ISO accredited firm with decades of track record of sustained growth, customer satisfaction, and innovation. Its primary business is Leasing and Selling, Property Management, Project Development, Asset Management, Evaluations & Research, Escrow services and Consultancy for commercial, residential, and industrial properties.
· Handling a total of 1,620 high-end Properties (Residential and Commercial). 
· Knowledge in Contracts Management and ERP System.
· Preparation and send out of Tenancy Lease Agreement of Individual clients and Top companies for apartments, office/commercial units with pertinent documents and other contract related matters i.e. Lease Contract Renewal and collection of payments via cheques, bank transfer and/ or cash, Termination or End of Lease agreement.
· Direct contact with Real estate clients and several dynamic industries and companies representative for rent offers. 
· Follow up and collecting documents discrepancy and pending rental and utilities payments.
· Client interaction on a day-to-day basis regarding inquiries of available units.
· Preparing Daily, Weekly and Monthly reports (Vacancy and Occupancy)
· Monthly preparation, distribution and follow-ups of Lease expiry notice to tenants (emails and telecom).
· Assist Tenants for maintenance issues by forwarding their concerns to appropriate channels (Property Management).
· Handling inquiries of tenants (E-mails, telephones, walk-ins) 
· Formulate, Analyze and prepare written responses for all the incoming correspondences and request from tenants/clients as per (Leasing Manager/Head of Contracts Department/Property Manager)
· Responds in a timely manner to requests to retrieve information, information searches and general request for support from Leasing and Contracts department personnel on all written correspondences, incoming and outgoing, lease contract renewals, terminations, end of contracts, close contracts with Accounts Department and other issues related to all leased properties.
· Formulate, verbalize and prepare official memorandum to AREDC Property Management and clients.
· Sends and follow-ups final inventory/costing to vacated tenants via emails, fax or hand delivery. Follow-ups of utilities disconnection (i.e. Kharamaa, Qatar cool and Internet) 
· Prepare and sends close lease contract letters/communication for Accounts dept. with pertinent documents for General Manager signature for refund of tenant deposit.
2009 – 2012		Front Office Assistant/Trainer- Residential Towers
			Al Asmakh Facilities Management Co., 
Regency Group Holding	, Doha, Qatar
· Knowledgeable about preventive maintenance and emergency procedures.
· Giving appropriate solutions for all the guests’ inquiries and complaints.
· Answers incoming call promptly, takes down requests and connects to the concerned department.
· Coordinate and follow-up all complaints, inquiries and its progress.
· Ensures strict monitoring of all the keys in the front desk.
· Performs other duties and special projects as required.
· Arrange tours, taxis, restaurant reservations and other guest special requests.

EDUCATION

2003 – 2008		Bachelor of Science in Computer Engineering, October 2008
Thesis: “Enhanced Hydroponic System with Automated Nutrient Solution Mixer
Technological Institute of the Philippines – Manila

1999 – 2003		Secondary Level
			Lagro High School, Quezon City, Philippines

1993 – 1999		Primary Level
			Tungkong Mangga Elem. School, Bulacan, Philippines

TRAINING AND CERTIFICATION

· “ABC of Customer Care Training”
· Information Intelligent Network Design Consideration
· CISCO Awareness Seminars
· Webpage Design
TECHNICAL AND NON-TECHNICAL SKILLS AND QUALIFICATIONS

· Platforms: Windows 11, 10, 7, Vista, XP
· Software: Database, E-mail, Internet Browser, Operating System, Programming language, MS Office Applications – Word, Excel, PowerPoint
· Well organized, has good Decision making ability, very attentive to details, Enthusiastic, Adaptable, Confident, Competitive and eager to expand knowledge and skills. Team player with strong interpersonal skills, positive attitude and focused approach. Maintain's professional and good rapport with clients and co-workers. Flexible and has ability to work on long hours, shifting schedules and can handle pressures.



PERSONAL DATA
Age			:	36 years old
Place of birth		:	Manila, Philippines
Nationality		:	Filipino
Languages		:	English, Tagalog
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