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JOB DESCRIPTION – PROPERTY MANAGER REPRESENTATIVE 1.0



INTRODUCTION The purpose of this standard procedure is to establish and define the functional role, requirements, reporting relationships, authority, responsibilities and measurements of performance of Advanced Property Management, Inc.



2.0



FUNCTIONAL ROLE The primary functions of the Property Manager Representative is to assist the Owners of the business with developing a marketing plan, leasing properties and day to day tasks related to property management.



3.0



REQUIREMENTS 3.1



Education Required: High school diploma or GED equivalent Preferred: Additional related coursework, preferably in business administration and public relations, or prior experience in Property Management.



3.2



Experience: Minimum of 1 year in Property Management field or a related business is preferred.



3.3



Skill, Knowledge and Abilities: Knowledge of the Kansas and Landlord Tenant Act, Fair Housing Act, and related property management policies/laws. Organizational and interpersonal skills. Computer/mobile devices abilities, particularly in on-line social networking sites, accounting programs, Excel and Word. Able to compose business documents with good grammar, punctuation and spelling skills. Attention to detail required.



3.4



Mental Ability to sustain sharpness and professional bearing and to foster a positive business image. Ability to problem solve and make decisions. Normal ability to concentrate. Normal memory, taking into consideration the amount and type of information.



4.0



3.5



Physical Normal physical mobility, which includes movement from place to place. Normal physical agility, which includes ability to maneuver body. Able to lift and move up to 20 lbs. Normal dexterity of hands and fingers. Normal coordination, including eye-hand-foot. Sufficiently corrected vision for reading written documentation. Must be able to hear adequately with correction. Must be able to ascend/descend staircases.



3.6



Working Conditions Work occurs primarily in home and office environments. Requires individual to drive own vehicle for business matters.



REPORTING RELATIONSHIPS The Property Management Representative reports to the President. In the President’s absence, employee will report to the Senior Property Management Representative.



5.0



AUTHORITY 5.1



5.2 5.3



6.0



The Property Management Representative has the authority to assist with the property management activities of the company, subject only to the limitations issued by the President, the company’s policies, and good management practices. Work with property owners and tenants regarding rental properties as a representative of the company. Network with community members & businesses as a representative of Advanced Property Management.



DUTIES AND RESPONSIBILITIES 6.1



Work in conjunction with the company officers to establish a marketing plan and promote the company.



6.2



Attend social functions and meetings, as necessary, to promote the company within the area.



6.3



Increase the number of rental properties that are managed by Advanced Property Management.



6.4



Advertise rental property in coordination with the President (AppFolio, company website, AHRN website, Craigslist, yard sign). Discontinue advertising when property is rented.



6.5



Contact Ft. Riley Housing Services Office to arrange to have property inspected and represent company at the inspection. Follow through with company and property owners on correcting any deficiencies within limitations set forth.



6.6



Prepare information and necessary forms for showings.



6.7



Schedule and conduct showings of property to potential tenants with the goal of renting the property in a timely manner.



6.8



Complete applicant screening procedures, prepare Rental Agreement, and meet with Tenants to review and sign the Rental Agreement.



6.9



Check new tenants into property - complete Check-in List, Move-In Condition form, distribute keys, garage door openers, etc., and collect first month’s rent.



6.10



Assist in repairs, maintenance, cleaning & tenant issues as they arise.



6.11



Assist with day to day tasks related to property management (i.e. phone calls, social media, computer work, accounts receivable, file maintenance, AppFolio leasing statistics).



6.12



Responsible for renewal of Tenant’s Rental Agreements and/or Tenant CheckOut procedures.



6.13



Drive by properties every two weeks during mowing season to check for lawn care compliance, following snowfalls to check for snow removal compliance and at least monthly during the remainder of the year.



6.14



Write and distribute both Tenant and Owner newsletters on a quarterly basis.



7.0



6.15



Responsible for organizing, along with the HVAC subcontractor, the fall furnace checks and the spring air conditioner checks for preventative maintenance. Communicate effectively with Owners and Tenants.



6.16



Responsible for insuring all Owner-provided fire extinguishers’ tags are kept current for the Owners, coordinating efforts with the fire extinguisher subcontractor. Communicate effectively with Owners and Tenants.



6.17



Responsible for insuring that all properties with irrigation systems are properly turned on in the spring and turned off/flushed out at season’s end, coordinating efforts with the landscape subcontractor. Communicate effectively with Owners and Tenants.



6.18



Be “On Call” after hours (nights and weekends) rotation. Have cell phone turned on and take phone calls, coordinate necessary after hour maintenance emergencies, and be available for showings, as necessary.



6.19



Communicate effectively with co-workers throughout rental process.



6.20



Attend training, meetings, etc. as needed to perform duties in a proficient manner.



6.21



Other duties and responsibilities as needed or as assigned by the President or members of management.



MEASURES OF PERFORMANCE 7.1



There were no significant errors in Rental Agreements.



7.2



There were no warranted complaints against the Property Management Representative because of rudeness, inefficiency, discrimination, or failure to follow local, state and federal laws.



7.3



Attention to detail and accuracy were maintained in all matters of performance.



7.4



There were no breaches in confidentiality.



8.0



ACKNOWLEDGEMENTS



I have reviewed and understand the above job description and believe it to be accurate and complete.



Property Management Representative



Date



Advanced Property Management President



Date
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