Property Administrator 

Commercial Real Estate firm focused on development and management of healthcare facilities has an opening for a Property Administrator.  This position will provide administrative support to Property Managers and have daily interaction with tenants and vendors.  Responsibilities include, but are not limited to the following:
Responsibilities
· Answer tenant service calls & email correspondence
· Handle phone calls regarding various issues, dispatch maintenance personnel as needed
· Make copies and distribute as necessary
· Mail, fax, scan and courier documents
· Review invoices and prepare for processing by accounting
· Type various correspondence
· Draft correspondence at direction of Property Managers on various matters pertaining to property management for signature by Property Managers
· Copy and file all documents
· Create and maintain file systems for the office
· Prepare vendor service contracts for Property Manager approval
· Acquire and track certificates of insurance for tenants and vendors
· Update and prepare monthly reports of certificates of insurance
· Administration of building access systems
· Update tenant and employee listings with contact information
· Obtain cursory knowledge and understanding of lease agreements
· Provide administrative support to Property Managers
· [bookmark: _GoBack]Update and track capital projects as requested by Managers
· Cover front desk as required in absence of Receptionist
Requirements
· Bachelor’s Degree preferred
· Minimum of 2+ years of professional work experience, experience within Property Management and/or Commercial Real Estate preferred
· Experience with Microsoft Word, Excel, and Outlook
· The qualified candidate will be customer service oriented, uses time effectively and efficiently, dedicated to meeting the expectations and requirements of the customer, able to handle multiple projects simultaneously, detail oriented and extremely professional


