JANICE P. SELF    
5100 Bentgrass Court ♦ Mint Hill, NC  28227 ♦ C:  704-231-7936 ♦ H: 704-545-0768 ♦ janiceself@carolina.rr.com
Capabilities Profile . . .

Professional with wealth of leadership experience who is decisive, versatile, self-motivated, customer focused, and team-oriented, who guides others to see their potential and achieves goals by communicating effectively, maximizing resources, and solving problems creatively in:
Operations
 Administration
  
                 







Project Management

Business Development


     


Internal/External Customer Care   



Planning and Organization

Supervision
                   
      




Positive Role Model

      









Team Player/Leader

People Related Decisions        


Policy and Procedures

      








Inter-Departmental Relations

Training and Development
      


Multi-Location Responsibility
      



Recruitment and Hiring

Resource Optimization
      




Strong Interpersonal Skills
      






Implementation/Follow-Up
Selected Achievements . . .
· Directed non-profit organization’s local chapter of 225 members in commercial real estate industry; maintaining membership, facilitating event raising $10,000 for local charity, and organizing monthly meetings with average attendance of 150 members and guests.
· Managed prominent pediatric dental practice, consisting of four partners with over 4,000 patients and 15 staff members; demonstrating ability to gain patient trust by providing exceptional patient care and follow up resulting in patient retention, referral business, and practice growth.
· Planned, organized and facilitated company’s 3 day off-site annual meeting for 11 consecutive years, consistently staying under $70,000 budget; creating team-building activities and training programs for company’s executive committee and 100 employees, providing a proven return on investment.
· Performed all operations duties for local multi-million dollar business; maintaining accountability of budgets and creating finance reporting tools and executing management responsibilities including recruiting, training, and human resources, while sustaining growth within healthcare industry.
· Created and implemented new processes and procedures for 32 property management portfolios nationwide, resulting in 25% reduction of operating costs and meeting targeted business objectives.
· Led organization in internal and external communications, building and maintaining close working relationships between all divisions and levels of management as well as sustaining focus on profitable relationships with external customers.
· Assigned task by company’s CEO to construct a consolidated format for reporting processes and procedures for 5,000,000 sq. ft. commercial property management portfolio in preparation for strategic plan for growth and development.
Experience . . .

Executive Director, CREW Charlotte, Inc., Charlotte, NC























 2010 to 2011
Broker In Charge/Independent NC Real Estate Broker, Charlotte, NC













      2001 to Present


AVP, Business Development Coordinator, Erdman, A Cogdell Spencer Co., Charlotte, NC

 2008 to 2009
Assistant Vice President, Cogdell Spencer Inc., Charlotte, NC




















 1997 to 2008


NC Real Estate Sales, Coldwell Banker Flouhouse, Charlotte, NC


















 1994 to 1996

Practice Manager, John M. Archer, III, DDS, PA, Charlotte, NC



















 1972 to 1994
