Brenda Williams
1985 Market Way • Los Angeles, CA 92078

brendajwilliams@gmail.com • 760-389-1895
Sales Professional
Top-producing and award-winning professional highly skilled in consultative sales
Repeated success in closing millions of dollars in sales while ensuring 100% client satisfaction. Recognized by management as a top producing salesperson and received the President’s Award for exceeding sales goals. Proven track record of increasing market share and generating new business through client referrals/client retention. Articulate, persuasive communicator and tenacious negotiator with a passion for excellence.
Areas of Expertise:
	· Marketing Plan 
	· Collateral Materials
	· Revenue Growth

	· Market Share
	· Client Referrals
	· Sales Volume

	· Contract Negotiation
	· Client Relations
	· Team Leadership


Professional Experience
Coldwell Banker Residential Brokerage, Los Angeles, CA  
2006 – 2008
Broker Sales Associate 

Marketed homes in the local community by implementing a proven marketing plan. Provided virtual tours on website of listed homes, giving them additional visibility. Developed sales brochures for each listing to profitably market homes. Promoted sales through advertisements, open houses, and participation in multiple listing services. Partnered with home inspectors and appraisers to determine actions that need to be taken before closing. 
Selected Achievements:

· Contributed to the new office obtaining approximately 30% market share in effective market area in its first year of business through creative marketing campaigns and 98% retention of existing clients and referrals. 

· Repeatedly ranked in the top 5% of Top Producing Agents in the office. 

· Acted as team leader for eight agents chosen to do a presentation that secured an agreement with SAIC (the second largest employer is San Diego County) to assist employees relocating from Canada and Ohio. 

· Created innovative ideas for developing “atmosphere” when holding open houses that improved customer attendance by 75%.  
· Introduced unique marketing ideas such as tri-folds, specialty postcards, and personalized newspapers which raised visibility of company presence.

· Received President’s Award in 2007 for being the agent with the highest closed GCI with a minimum of $30,000 in a month.

· Selected as office representative to attend monthly President’s Council meetings to discuss business opportunities and growth. 

Prudential, Escondido, CA 
2003 – 2006
Sales Associate
Skillfully guided homebuyers and sellers through the sale and purchase of properties, generating lists of properties that were compatible with buyers' needs and financial resources. Coordinated appointments to show homes to prospective buyers. Presented purchase offers to sellers for consideration and negotiated contracts on behalf of clients. Coordinated property closings, managing signing of documents and disbursement of funds. 
Selected Achievements:

· Boosted personal annual sales volume by 55% by forging strong client relationships that resulted in steady referrals. 

· Consistently negotiated contracts higher than clients’ asking price that resulted in up to a 3% net increase to clients and ensured 100% client satisfaction.
· Served on Agent Leadership Council and oversaw agent development and morale-building programs.

· Recognized in 2005 as Top Producer with closed volume in excess of $5.5 million.
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Re/Max Professionals, Los Angeles, CA
2002 – 2003
Office Manager/Sales Associate
Supervised/trained office staff and issued employee and sales agent commission checks. Designed monthly newsletter and membership directory. Precisely maintained ledger book as well as computerized record of bank deposits. Posted billing and processed invoices for member and non-member agencies. Prepared materials for training sessions, registered participants, provided room set-up, and managed catering.
Selected Achievements:

· Closed 26 transactions in first year with partner. 

· Created and served as quarterback for “Monday Morning Mania Meetings” to motivate, acknowledge accomplishments, and set weekly sales goals, which increased meeting attendance of agents by 50% and improved morale. 

Law Office of Matthew McCain, San Diego, CA,
1999 – 2002
Paralegal
Prepared/proofread legal documents and aided with trial preparation by coordinating trial exhibits, interviewing witnesses, obtaining/compiling medical records and personnel files, performing investigative research, and reviewing evidence. Accurately handled all client files, calendared time-sensitive deadlines, and prepared client intakes. Worked directly with clients, attorneys, officers of the court, government agencies, statewide disability retirement systems, and expert witnesses. Trained new employees.

Selected Achievement:

· Increased client referrals by 40% as a result of strong relationships with disability retirement systems and attorneys.

Williams & Williams, San Diego, CA
1989 – 1999
Paralegal
Drafted relief from stay proceedings, protection orders, and stipulations. Successfully handled more than 150 case files, draft proceedings, correspondence, memoranda, and supporting documentation. Proficiently maintained daily calendar as well as time sheets. Shepardized and cited check case information. Coordinated schedule for local counsel for special appearances. 
Selected Achievements:

· Instituted strategies that improved productivity by 38%, eliminating redundant processes and implementing streamlined procedures that facilitated expanding the caseload from 90 files to 150.

· Negotiated stipulations for payment plans that saved thousands of dollars to clients, which resulted in an increase of clients.
Education & Credentials
Bachelor of Science in Commerce and Business Administration, University of Alabama, Tuscaloosa, AL

Recipient of George Washington Salesmanship Scholarship
Associate of Arts in Paralegal Studies, San Francisco Community College, San Diego, CA, 4.0 GPA, Dean’s List
Obtained Broker License, 2006

Computer Skills
Microsoft Word •  Microsoft Office • Time Matters • Word Perfect • Outlook •  Internet Explorer
