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LMA
Branding
Culture
Ideas & Strategy
Relationships
Problem Solving
HR Director

Al Automation Support
CPM Process Automation
Workflow Optimization
System & Tool Integration
Research & Testing
Technical Support
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Gatekeeper for CEO
Logic
Remove Obstacles/Barriers
General Duties
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Marketing Systems
Implementation
Marketing Team

Supervision

Special Projects
LastPass Management
Login Oversight
Re-targeting Campaigns

Content & Video creation
Social Media postings
Google Ads

Graphics creation
Social Media postings
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Facebook Ads

Website
SEO
Omnipresence Systems

Social Media & Content
Management
Office Admin Support
Event Planning
Scheduling &
Coordination
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Record Keeping
Insurance Management
Owner Marketing Management
Owner & Resident Communication
Delinqguencies
Lease Renewals & Move Outs
PM Agreements

Resident Management
Utility & Service Management
HOA Coordination
Airbnb Management
Prospective Client Management
Screening Applications

MLS Listing Management

“.  Maintenance Requests

' | Make-ready / Turnovers

| Walk and Document Properties

Property Evaluations

Shadowing Janan
Sales Calls for CPM
Lead Follow-ups
Inbound & Outbound
Communications
Appointment Setting

Lead Management
Inbound Communications
Outbound Sales
Set appointments
Follow-ups
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Set appointments

Follow-ups

Lead Management
Inbound Communications
Outbound Sales
Set appointments
Follow-ups

Reporting and Systems
Property Accountant
Manages the team

Tracking
Reporting
Reconciliation
P&L
Payroll
Supplies

Tracking & Reporting

, l' Does our Trust account works
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