
MELISSA COOPER 
96 Cabarrus Avenue, Concord NC 28025 
Phone: 704.605.4983 Fax: 480.275.3515  

Email: mc@cooperjackson.com 
 
 
PROFESSIONAL SUMMARY  
An experienced manager specializing in commercial real estate financial management and analysis.  
Specialty analysis areas include CMBS loan underwriting and historic, new market, and low income 
housing tax credit underwriting.  Experience in performing and supporting executive functions within 
the business.  Experience in proposal development, customer relations, accounting functions, HR 
activities, and employee management.  Excellent interpersonal and communications skills with a desire 
to work in a team environment. 
 
 
PROFESSIONAL EXPERIENCE 
Company: Mount Vernon Asset Management, LLC     Charlotte, NC  2006-Present      

Project: CMBS underwriting 
Duties: Underwriting and analyzing incoming Commercial Loan Backed Securities loan assumption 
requests.  Loan amounts underwritten have ranged from $2 million - $100 million.  Loan assumptions 
are outsourced by Master Servicer to evaluate a proposed incoming borrowing entity who wants to 
assume an existing loan that it is servicing.   Analysis includes information about the subject property 
history and financials, transaction contemplated, current borrower experience and financials, proposed 
borrower experience and financials, current indemnitor vs. proposed indemnitor, and current vs. 
proposed organizational entities.  
 
Project: Tax credit underwriting 
Description: Underwriting and analysis of potential tax credit eligible real estate investments on behalf 
of an institutional tax credit investor.  Tax credit types involved included federal historic, state historic, 
new market, federal low-income housing, state low-income housing, and mill tax credits.  Underwriting 
included information about the proposed redevelopment of the real estate, the developer and guarantor 
experience and financials, proposed organizational structure to pass the credits to the investor member, 
and creating financial proformas for the proposed redevelopment. 
 
 
Company: Kingdom Realty     Charlotte, NC     2004-Present      

Project: Real estate investment administration 
Duties: Responsible for the overall administrative and financial management of residential properties 
owned by several investors. Establishment and maintenance of formal accounting systems in 
Quickbooks to track revenues, expenses, and partner equity amounts.  Develop and revise operating 
agreements for investors as well as tenant-related agreements including application, rental contract, and 
eviction/other legal notifications.  Locate and broker potential undervalued properties to purchase.   
 
Project: Property holdings development. 
Implementation:  Develop and maintain a business plan for the vision and direction of the properties 
to be acquired and the properties already acquired in the Charlotte and Concord areas.  Provide 
research and analysis on trends and demand for certain property to aid in decisions on properties to 
purchase.  Complete negotiation in purchasing and sale of properties using NC broker-in-charge 
license. 



Company: Corporate Information Technologies     Charlotte, NC  1998-2004      

Project: Business management 
Duties: Financial duties included using Quickbooks in performing accounts receivable, accounts 
payable, invoicing, purchasing, payroll, establishing credit limits of customers, and filing taxes. 
Incorporated, licensed, and legalized the company for tax and payroll purposes.  Managed and 
expanded the company's bank and investment funds.  Established and maintained paper and electronic 
filing system for record-keeping purposes.  Operational duties included working with customers to 
design service contracts, scheduling consulting service, handling customer issues, enforcement of third 
party warranties, and general office management duties.  Provided sales support by taking care of 
customer requests, quoting products, and closing orders. HR duties included creating and maintaining 
the manuals for all HR, admin, and inventory management processes. Supervised a staff of full-time 
employees, part-time employees, and subcontractors. Set up and maintained health insurance, IRA, and 
employee benefits systems.  
 
Project: Business services analyst. 
Implementation:  Met with customers to analyze consulting service needs.  Developed and negotiated 
custom contracts that maximized company profitability while meeting customer specifications.  
Educated and trained employees on customized contracts.   
 
Project: Design and development of CRM, time tracking, and documentation systems. 
Implementation:  Analyzed the information needs for internal operations and external customers as it 
related to billing, reference, and documentation.  Developed database and website using SQL, PHP, 
and HTML to interact with customers, technicians and administrative staff.  Determined and enforced 
permissions, secure user logins, and site usage tracking.  Developed reports that produced real-time 
billing information, technical documentation, and customer historical information. 
 
Project: Creation of profitability analysis. 
Implementation:  Provided annual analysis of the most profitable services and products provided to 
determine direction of services for company to offer.  Trended for services that would increase in 
popularity in the upcoming year to provide for recommendations on personnel training. 
 
 
SKILLS 
Software:  MS Windows, Linux, Mac OSX, MS Office, StarOffice, QuickBooks, 

Antivirus software, Citrix, Lotus Notes, Visio 
Languages: HTML, PHP, conversational Spanish 
Databases:  SQL, MS Access 
Certifications:   PHR Certified, NC Real Estate Broker-in-charge 
 
 
EDUCATION 
1995-2000     UNC Charlotte     Charlotte, NC 
Majors: Small Business Management, Finance, and Business Law 
GPA: 3.8/4.0 – Summa Cum Laude 
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