
	
	JOB DESCRIPTION
	

	I.  POSITION INFORMATION 

	Job Title :  
	Property Managers

	Group:
	
	Reports To :  
	

	Business Unit :
	
	Reports To :
	

	Location :
	
	Date Prepared :
	

	II.  OVERALL PURPOSE/OBJECTIVE OF POSITION

	To drive and enhance value for internal/external customers through effective and efficient management of portfolio resources.

	III.  KEY RESPONSIBILITIES-What you do

	Management/Leadership 

· Implements vision and business strategy for portfolio

· Reviews and recommends human resource needs and conducts organization planning
· Executes performance objectives

· Instills desire and motivation for team to achieve performance  objectives

· Follows change management processes to support new directions

· Leads by example and fosters a positive work environment 

· Exhibits professional ethics

· Promotes and supports corporate values 

· Drives culture of customer service 
Financial Management

· Supports/ensures achievement of return on investment (ROI) related to operations and capital expenditures 

· Develops and implements budget

· Identifies and communicates opportunities and challenges that required unbudgeted expenditures.


	Managing Employee Experience 

· Actively participates in the recruitment process 
· Executes new hire onboarding experience 

· Actively supports employee training and development 

· Manages and supports employee performance 

· Manages human resource policies, procedures and direction

· Identifies and reports any impediments to a healthy and safe work environment

· Conducts regular staff meetings to share information and listen to ideas of employees

· Provides ongoing coaching, guidance and direction  to employees

· Understands and confirms workload priorities and assigns the required human resources to achieve workload quality and productivity expectations.

· Fosters a sense of team through promoting and participating in significant company events




	Managing Internal Customer Experience (employees, co-workers, supervisors, other depts)
· Participates in development and continuous improvement of internal service delivery processes 

· Ensures implementation of internal service delivery  and quality assurance to meet standards and internal customer expectations. 

· Maintains proactive communication with internal customers

· Ensures execution of projects, according to expectations.



	Managing External Customer Experience  (residents, clients, contractors, suppliers, consultants)

· Participates in development and continuous improvement of service delivery processes. 

· Ensures implementation of external service delivery  and quality assurance to meet standards and external customer expectations. 

· Identifies and reports any impediments to a healthy and safe home for residents

· Develops and delivers service standards for suppliers, contractors and consultants

· Ensures adherence to management agreements

· Effectively communicates with external customers

· Promote and participate in community initiatives



	Continuous Learning

· Actively leads and supports others to develop knowledge, skills and abilities to enhance professional expertise 

· Fosters an environment of innovation and creativity to create  differentiated product or service offerings.

· Actively participates in industry related associations to network, share experiences and acquire knowledge of industry standards and best practices.




	IV.  QUALIFICATIONS

	Educational Requirements :
	Minimum Grade12, relevant post secondary education an asset 

Equivalent combination of education and experience are considered.



	Prior Related Experience :
	Minimum three (3) years progressive experience in  real estate management, service environments or related industries.

	Role-Specific Skills & Knowledge :
	Knowledge of basic building operating systems & maintenance, contract analysis, financial analysis, relevant industry legislation human resource management skills and computer proficiency.




	V.  The following core competencies are considered fundamental to successful performance.

	Customer Service Focused



	· Understands and manages expectations and unique preferences of internal and external customers.

· Provides timely and accurate responses to internal and external customers, as appropriate.

· Approaches all business issues in a manner that promotes customer retention.

· Takes personal responsibility for internal and external customer experience
· Strives to achieve consistent, seamless service delivery.

	Personal Effectiveness



	· Demonstrates sensitivity when dealing with others
· Varies leadership approach based on individuals and situations.
· Demonstrates passion for his/her work.
· Demonstrates a positive attitude.
· Keeps negative emotions under control.
· Respects and maintains confidentiality.
· Effectively manages time.
· Demonstrates confidence.

	 Strategic Thinking and Planning 



	· Understands the concept of strategic planning 

· Actively researches and stays abreast of market drivers and industry trends

· Develops and implements strategies to respond to market demand.

· Meets with employees to plan direction of department.

· Ensures clarity and commitment to corporate direction and achievement of business goals

· Helps others understand their role in supporting the MintoUrban  vision.

· Demonstrates knowledge of general business principles and practices



	Innovative Thinking



	· Seeks innovative new business opportunities that cross all businesses in Urban.

· Demonstrates creative thinking

· Is open to new ideas

	Achievement Orientation



	· Takes personal responsibility to set and achieve goals.

· Has the knowledge and skills to carry out job responsibilities.

· Effectively multi-tasks and balances priorities.

· Helps others understand and work through change

· Initiates and encourages continuous improvement.

· Demonstrates effective negotiating skills. 

· Makes decisions in a timely manner.


	Effective Leadership Skills



	· Provides and delivers the resources (tools, time, people, budget allocation) necessary for employees to deliver service

· Gives employees authority to deliver service

· Understands the motivations and uses strengths of others.

· Monitors and communicates team and individual progress.

· Effectively resolves conflicts.

· Treats mistakes as opportunities to learn.

· Recognizes effort  of others and celebrates accomplishments

· Encourages and supports employee development..

	Effective Communication Skills



	· Actively listens, hears and understand others 

· Sends effective verbal messages that are clear, concise and courteous.

· Writes communications that are clear, concise and properly edited.

· Communicates in a way that the audience/individual will understand.

· Provides non-confidential information in a timely manner.

· Co-ordinates and chairs effective meetings

· Actively participates in meetings

	Building Relationships 



	· Treats others as they would like to be treated 

· Maintains high personal standards of professionalism and integrity

· Values different backgrounds, preferences and perspectives of others.

· Treats others with dignity and respect

· Builds positive relationships with internal and external customers.


	 Analytical Thinking



	· Communicates well thought out processes

· Seeks input from others before making decisions.

· Considers consequences and implications when making decisions.

· Demonstrates sound judgement.

· Effectively identifies and resolves problems.
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