Katherine M. Ortiz

882 Orienta Avenue, Apt B

    Email: kathyortiz170@gmail.com


Altamonte Springs, FL  32701

Mobile: (561) 774-0500



SUMMARY

Professional Bi-lingual Sales & Operations Manager with 10 years of success maintaining proper financial and internal audit controls for large and mid-size corporations. Highly effective working in fast paced environments and collaborating with various levels of management. 
EXPERIENCE

Creative Channel Solutions – Orlando, FL

Brand Ambassador







         
    10/2019 – Present

· Engaged store personnel and educated them on the features and benefits of the product to increase brand awareness
· Helped identify sales opportunities within designated account universe
· Identified and secured venues for product display (Trade shows, festivals and retail)
· Interacted with customers to promote brand
· Promoted market growth and profitability by generating interest 
· Brand Ambassador: Spirited Insiders – served as promotional model for Misunderstood Whiskey providing tastings to customers and instilling brand awareness 2019

Axcess Capital Solutions – Altamone Springs, FL 
Transaction Coordinator/Office Manager




     
     10/2019- Present
· Perform market research utilizing CoStar, Reonomy and Crowd Street to identify and assess new investment opportunities (storage, multi-family, RV and boat storage) to present to the CEO and other members of the real estate investment team 
· Manage all aspects of due diligence process for new development opportunities, including managing density, entitlement processes including meeting with municipality officials
· Track financial results of properties and compare them to proforma

· Perform saturations, cash flow forecasting and Cap Ex budgeting

· Prepare marketing packages including: Offering Memorandum, Executive Summary and brochures.

· Prepare letters of intent in a timely manner and prepare escrow submittal
· Assist with capital fundraising and investor reporting.

Ryan Homes, West Palm Beach, FL 
Administrative Manager






         
       8/2016- 11/2017
· Oversaw Administrative Operations for the South East Florida division including: Benefits, Payroll - Sales Commission & Bonus, Training & Development, Onboarding and Recruiting
· Prepared check payments for subcontractors, vendors and municipalities for permits
· Coordinated sales contract documents and addendums required for submitting and obtaining utility and building permits, water taps and impact fees.  

· Prepared and submitted building permits through various municipalities based on deadlines from construction STARTs schedule
· Processed timely check requests for permits, water taps, utility connections, Notice of Commencement and impact fees
· Prepared building permit packages for permit runners delivery to responsible municipality departments
· Processed and maintained lot purchases according to developer contract schedule 
· Managed and monitored the complete building plan approval process through various municipalities on assigned communities
· Updated documentation on specs, sold specs and new construction regarding mark up plans with changes, selections verified and distributed to the Construction Department and sub-contractors
Diageo - Miami, FL
Sales & Marketing Coordinator





       
      11/2009-08/2012
· Managed and processed day to day sales transactions within the retail market including but not limited to: sales orders to retailers, direct orders/imports to retailers, solicitor sample inventory replenishment, depletions, direct sales and fulfillment of donation request to charity events
· Planned and executed daily/weekly workload to deliver on brand sales goals and guest engagement including merchandising, pricing, transitions, revisions, sales plans, sampling and promotions

· Coordinated special events which included venue selection; product POS and brand items
· Processed client invoices, event check requests and tracked sales and marketing budgets
· Ensured that all inventory and SAP system were kept in sync for all product conditions (receipts, shipments, process orders, marketing event consumption etc) and were recorded into the Diageo system in a timely and accurate manner, including batch and tax status 
· Coordinated brand representation at all marketing events and tracked transactions at month-end for accounting purposes

· Worked closely with market vendors with warehouses and delivery services
Humana, Inc. - Miramar, FL 

Project Manager







        
      10/2006-08/2008
· Managed portfolio of 17 Humana acquired CAC Medical Facilities throughout South Florida

· Responsible for the day-to-day implementation of policies, procedures, and programs to assure a well-managed and profitable ROI 

· Oversaw the operation and maintenance of the buildings and grounds, tenant relations, and accounting functions in accordance with CEO’s goals and objectives
· Negotiated contracts with vendors, contractors, architects and/or engineering staff

· Assigned work priorities, determined the extent of repairs and necessary corrective measures, and ensured proper control and operations of the HVAC systems and other building systems

· Regularly and thoroughly inspected the medical facilities, pharmacies and grounds and tenant spaces

· Submitted monthly property inspection reports based on observations, noting specific locations, conditions, and recommendations for corrective action

Citigroup Inc. - Miami, FL 
Project Manager






         
        
      10/2002-10/2006 

· Managed construction, renovation and expansion project scheduling process

· Reviewed and approved project budgets (labor, material and subcontractors) to determine allocation of resources (manpower, equipment and materials) from start to finish with attention to budgetary limitations

· Negotiated and created subcontractor contracts with external vendors to reach profitable agreements

· Managed project finances including profitability and cash flow

· Actively involved in design conflict and resolution for all trades which included collaborating with engineers, architects etc. to determine the specifications of the projects

EDUCATION
MBA – Major: Business Administration / Minor: Human Resources, 2007
Bachelor of Science – Major: Business Administration, 2005
University of Phoenix - Plantation, FL 

SKILLS

Workday, Yardi, Access, BuildPro, SAP, Oracle, SAGE, Reward Gateway, Paycor, ADP, Workforce Now, PeopleSoft, Expensify, SalesForce, Quickbooks, Advanced Proficiency: Microsoft Office & G-Suite Products, Bilingual: English/Spanish

CERTIFICATIONS/LICENSES

· Florida Notary Public 
· Licensed Real Estate Agent
