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JOB DESCRIPTION
Position: 
Residential Portfolio Administrator                
Reports to:
Regional Director 
Department: 
Residential 
Revision date: Jan 2012
Overview
Reporting to the Regional Director, the Residential Property Administrator is responsible for the support to the Operations team in administering property management solutions to provide customer service to the residential tenants. 
Duties and Responsibilities
· Process daily rent cheques including updating Yardi and preparing bank deposits.
· Bank run for deposits of receipts.

· Co-ordinate with Property Accountants/Revenue Accountants and process all necessary receipt adjustments for bank reconciliation purposes.

· Provide customer service to tenants relating to all tenants issues, concerns and complaints and ensuring that all requests are addressed in a timely manner.
· Scanning and saving applications into Yardi.
· Printing of leases, distributing to buildings, tracking of returned signed leases, scanning into Yardi.
· Gather collection files for third-party collection agency.

· Sending small balance letters to tenants.

· Provide monthly/yearly tax receipts for tenants.

· Audit and set up building files and gather information for newly purchased buildings.

· Provide administrative support to the Property Managers with their portfolios. 

· Administrative duties such as writing letters, memos, and communication for the Property Managers. 

· Answer all incoming calls and walk-ins.

· Conduct weekly aged receivable reports for the Property Managers. 

· Weekly Filing 

· Carry out monthly rent rolls once rents have been billed by Revenue Accounting, to be distributed to the Building Representatives.

· Monthly preparation of First of The Month envelopes.

· Create postings for work being done in the common areas or in units themselves. (letters, memos, etc.)
· Update, organize, and audit the building directories, intercom, parking, locker and telephone lists.
· Perform other tasks as required
Requirements
· Experience in Accounts Receivable and/or Property Management with an understanding of accounting principles and GAAP.
· Working knowledge of Yardi is preferred.
· Intermediate knowledge of Microsoft Excel and Word. 

· Strong organizational, analytical and time management skills.  
· Detail oriented, self-motivated and resourceful, with strong interpersonal and communication skills.
· Proactive and self-directed with demonstrated ability to work independently and as part of a team.

· Overtime as required

To apply, please reply to this ad with an attached resume, email resume to careers@gotransglobe.com, or fax resume to 1-866-419-2949. Please state position title and salary expectation in the subject line.
