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	Rita Lee,
CEO/Broker, ABR,SFR

	


Contact
PHONE:
828-458-3910

WEBSITE:
www.ritaleeandassociates.com

EMAIL:
admin@ritaleeandassociatesrg.com
Hobbies
Traveling
Reading
Volunteering
Sponsoring Adult League Basketball
Spending time with Family
	
	EDUCATION
Western Carolina University
[1997-1999] – Mass Communication 

JY Monk Real Estate School
[2005]

Cumbie and Trull Real Estate School
[2014]

WORK EXPERIENCE
 Rita Lee and Associates Realty Group- CEO
Nov 2021-Present

Supervise and train newly and experienced real estate agents. 
Run daily operations of the business.
Review documents for compliance with the NC Real Estate          Commission.
Negotiate contracts.
Secure new contracts and prospects.
Oversee and approve company advertisement.
Manage trust and company bank accounts.
Payroll.
Develop and organize community events.


Rita Lee and Associates Realty Group/ ReMax Results – Broker In Charge
Jan 2019-November 2021

Rent, Buy, and Sell property for clients. 
Study property listings, market trends, prepare comparative market analysis reports.
Interview prospective clients.
Tour properties.
Show properties.






EXIT Realty Vistas- REALTOR®
March 2015-January 2019

Negotiate contracts.
Prepare Contracts.
Input listings in MLS.
List, market, stage homes for Sellers.
Tour properties.

Candy Whitt and Associates- Real Estate Administrative Assistant
June 2012-March 2015

Answer phones.
Fax.
Fax, scan, email clients and vendors.
Managed daily office duties.
Researched information for contracts.
Paid quarterly taxes for business.
Created marketing materials.
Assigned leads to agents.

Asheville Housing Authority- Assistant Property Manager
December 2010- January 2012

Organize and prepare accurate records for new and existing tenants.
Collaborate with non-profit organizations to aid on tenants’ accounts.
Schedule payment options and collect rent.
Represent the Housing Authority in court proceedings for delinquent accounts.
Work closely with law enforcement to ensure a safe environment for residence.
Document and resolve tenant complaints.
Prepare and distribute work orders to maintenance staff.



Skills



						 Proficient in Microsoft Office
						 Contract Negotiation
						 Marketing
						 Sales
						 Leadership


						Certifications, Licenses, and Awards

                                                                                       Real Estate License
                                                                                       Broker In Charge License
                                                                                       Accredited Buyer’s Representative designation				                                						 Short Sale/ Foreclosure Resource designation			
                           				               Member of National Association of REALTORS® 
						Member of NC Association of REALTORS®	
                                                                                       Member of NAREB
						Habitat for Humanity Loan Committee member
                                                                                       Leadership Asheville graduate
						Recipient of numerous Top Producing Agent Awards
                                                                                       Inductee of Marquis Who’s Who Among Top Professionals Awards
						Recipient of Sophie’s Magazine “Top Woman” Award							
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