Laura Mitchell
Bristol     |     t: 07700 900758     |     e: laura.mitchell@example.com
Personal statement
Residential property manager with eight years in lettings and experience managing 120 homes across Bristol. Coordinate repairs, inspections and tenancy records, keeping landlords and residents informed when work needs attention. Propertymark-qualified, with a practical approach to contractor follow-up and resolving queries before they become prolonged disputes.
Skills
· Residential portfolios, inspections and landlord reporting
· Repairs coordination, contractor quotes and invoice checks
· Safety certificate tracking and tenancy documentation
· Deposit evidence, complaints and rent-account queries
· Reapit property records, Fixflo works orders and Excel
Work history
Property Manager
Harbour Lane Lettings, Bristol	May 2023 – Present
· Manage 120 residential properties, arranging inspections, following up repairs and providing landlords with clear updates and cost options.
· Review safety certificate dates and outstanding actions with the compliance coordinator; arrange access and track contractor completion.
· Introduced a weekly approvals review; repairs awaiting landlord decisions for over ten working days fell from 24 to six in eight weeks.
· Coordinate check-outs and deposit evidence, resolve landlord and tenant queries, and help a new administrator learn the property-management workflow.
Assistant Property Manager	
Harbour Lane Lettings, Bristol	Aug 2020 – Apr 2023
· Supported two property managers with a combined portfolio of 210 homes, covering inspections, repairs and tenancy administration.
· Requested contractor quotes, arranged access and checked invoices against completed works before approval.
· Prepared inspection reports with photographs and agreed follow-up actions with the property manager.
· Updated Reapit records and checked rent-account queries with client accounts.
· Reconciled certificate records for 60 transferred properties, identifying nine missing documents and obtaining copies before handover closed.
· Prepared check-out evidence and tenant correspondence.https://www.freecvdownload.com
Lettings Administrator
Avon Street Property, Bristol	July 2018 – July 2020
· Booked viewings, handled enquiries and maintained property listings for a local lettings office.
· Collated referencing documents and prepared tenancy packs for the lettings manager.
· Organised inventories, key handovers and appointments with incoming tenants.
· Logged repair requests and passed urgent issues to the property management team.
Qualificationshttps://www.freecvdownload.com
Propertymark Qualifications
Propertymark Qualifications	2021
· Level 3 Award in Residential Letting and Property Management (England and Wales).
· Renters' Rights Act implementation training — 2026.
· Tenancy deposit evidence and dispute resolution CPD — 2025.
A levels
St Brendan's Sixth Form College	2018
· Business Studies, English Language and Geography.
Hobbies and interests
· Photography: Coastal walks with my camera.
· Cooking: Trying new vegetarian recipes.
· Swimming: Weekly sessions at the local pool.
Additional informationhttps://www.freecvdownload.com
Full UK driving licence; based in Bristol.
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