






Dejanae Solley

(510) 640-5360 I dejanaebrown.23@gmail.com

PROFESSIONAL EXPERIENCE
Reno Housing Authority, Reno, NV
Housing Specialist, September 2019-present

● Interview applicants/clients and updates current information in the computer data.

● Determines initial/continued eligibility for appropriate low-income housing programs.

● Answers inquiries concerning eligibility standards and continued occupancy policies for appropriate housing

programs.

● Prepares and sends notices to applicants/clients/landlords regarding regulations, authority policies and other

miscellaneous correspondence as needed.

● Maintains current information on applicant’s physical file, review and organizes materials, forms, and

verifications.

Reno Housing Authority, Reno, NV
General Office Clerk, May 2018-2019

● Ensures all housing applications conforms to HUD regulations.

● Drafts and sends professional correspondences to participants and landlords.

● Maintain and organize 3,000+ applicant files.

● Develop and implement recommendations to improve housing operations.

● Assist in structuring and organization of the Workforce Development Department.

● Served as a back-up receptionist, answered all incoming calls and walk-in questions from applicants.

Alioto’s Restaurant, San Francisco, CA
Lead Hostess, August 2017-October 2017

● Developed nightly floor plan to ensure successful restaurant operations.

● Enforced health code rules and policies.

● Worked closely with management to gain maximum sales.

Guest Services Representative, February 2016-May 2016

● Reviewed and addressed guest complaints.

● Followed up on guest satisfaction.

● Worked closely with marketing to ensure guest retention.

SKILLS
● Well-rounded communicator

● Problem Solver

● Emotionally Intelligent

● Organized

● Multi-tasker

● Proficient in Microsoft Office

TRAINING
● Microsoft Office Applications

● Fair Housing & Reasonable Accommodation Training

● HCV & Public Housing Rent Calculation Training

● Engaging and Polished Business Writing and Grammar Training



● Strategies to Build Rapport and Work Well with Others Training

Achievements
● 2019 Secretary of Hawk View Resident Council Board

● 2019 Getting Ahead Participant

● Member of the Employee Engagement Committee

● Adult First Aid/CPR/AED Certified
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