Lexington Asset Management, LLC

Employee Job Description – Assistant Manager


	Title:
	Assistant Manager

	Purpose:
	To provide direct assistant to the Property Manager, assuming leadership of the property during the Property Manager’s absence, focusing on leasing, collections, and marketing.

	Reports to:
	Property Manager

	Internal Contacts
	Property Manager, Leasing Staff, Maintenance Staff, Corporate Staff

	External Contacts
	Current & Prospective Investors/Owners

Prospective Employees

Current & Prospective Residents

Current & Prospective Vendors


JOB SUMMARY

The Assistant Manager is responsible for many of the same responsibilities as the Property Manager with more emphasis on generating leases, maintaining and increasing occupancy, effectively communicating with residents and establishing a profitable renewal program. The Assistant Manager is responsible for monthly reports, receiving and posting rent, and assisting the Property Manager with coordination of day-to-day activities of the community. The Assistant Manager should be capable of operating the community in the absence of the Property Manager

WAGE/HOUR STATUS

· Hourly – Non-Exempt (eligible for overtime)

DUTIES AND RESPONSIBILITIES

· Conducts all business in accordance with company policies and procedures, Fair Housing, Americans with Disabilities Act, Fair Credit Reporting Act, and all other laws pertaining to apartments.

Income Collection

· Utilizes persistent and aggressive collections efforts to minimize payment delinquencies.  Prepares and tracks legal notices.  Adheres to all legal and company procedures required in the eviction process.
· Maintains accurate resident records.  Updates all rents, deposits and application fees received from residents.  Issue appropriate notices when necessary (e.g., late payments, eviction notices, returned check memos).

· Collects and secures rental Payments. Deposits all receipts prior to daily before close of business.

· Provides input toward developing programs that increase revenue, decrease expenses and increase resident satisfaction.

Resident Relations

· Maintains positive customer relations attitude.
· Conducts his/herself in a professional and courteous manner when working with the residents that they serve, customers, vendors or fellow employees

· Assist Property Manager with resident issues and on-site emergencies as they arise.

· Assists Property Manager in planning and implementing resident functions and programs that promote resident satisfaction and retention. Must assist and attend resident functions.

· Develops strategies for resident retention and delivers exceptional customer service to achieve the resident turnover goals of the community.  Assists with on-going leasing and marketing efforts and lease renewal programs.

· Prepares, distributes and tracks renewal notification letters and lease renewal paperwork.

Leasing / Marketing
· Answers and handles incoming phone calls from prospective new residents, current residents, vendor/suppliers, etc.
· Assists with collecting and maintaining current market information including monitoring competitor amenities, pricing and specials

· Maintains a detailed knowledge of the apartment community, amenities and community.

· Must be knowledgeable of all phases of leasing and resident retention.

· Inputs daily traffic information.

Administrative

· Accepts service requests from residents and routes to maintenance for prompt processing.  Conducts service follow-up with resident when work is completed.
· Assists Property Manager with ensuring all site administrative policies and procedures are being followed according to the Employment Forms Handbook, Employee Handbook, and Safety Manual.

· When assigned by the Property manager, the Assistant Manager will complete administrative and accounting reports (including accounting month-end reports), process accounts payable invoices, place orders for supplies and perform other duties related to month-end closing.

· Maintains and organizes all files, applicable reports, leases and paperwork.

· Ensures that data is input timely and accurately into ResMan and/or any other software used at the property.  Assists in the collection of information to accurately complete Market Surveys.
· Proofreads all lease paperwork and processes move-ins and move-outs.

· Updates required reports concerning move-out notices, activity, etc., and provides information to the manager.

Personnel

· Assists in supervising, motivating, training and scheduling office staff as needed and instructed.  
· Assists with ensuring that all site employees comply with the legal, operational and administrative policies and procedures.  Promotes and ensures compliance with Fair Housing laws and other industry-related federal, state, and local laws.  Maintains documentation verifying compliance.

· Ensures that all employees are providing exceptional customer service and resident relations by being friendly, courteous and professional when dealing with residents.

Maintenance

· Assists in maintaining the physical appearance of the community by picking up the grounds, performing minor apartment cleaning and touch-up, and ensuring common areas and leasing offices are clean and neat as needed or instructed.
· Physically inspects property when on grounds, picks up litter and reports any service needs to maintenance staff.  Will also inspect move-outs and vacancies when requested.

· Assists Property Manager (working closely with the Maintenance Supervisor) in managing the community maintenance programs 

· Provides exceptional customer service by responding quickly and courteously to resident concerns and questions, taking prompt action to solve problems, and documenting and conveying resident requests for maintenance to the maintenance staff.

General

Other duties as assigned.
QUALIFICATIONS

· Position requires at least 2 (two) years’ experience in on-site property management as Assistant Property Manager or Leasing Agent.
· Excellent interpersonal skills and the ability to interact effectively with persons of diverse social, cultural and ethnic backgrounds.

· Proficient in all areas of property management operations.

· Good written and verbal communication skills.

· Strong organizational, analytical and decision-making skills.

EDUCATION/TRAINING

· High School diploma or equivalent required

· Certified Apartment Property Manager (CAM) or National Apartment Leasing Professional (NALP) preferred

PHYSICAL REQUIREMENTS

· Stand and walk or sit alternatively depending on specific needs of the day.  Estimate 60% of time is spent on feet and 40% sitting at desk.

· Have frequent need (33% to 66% of the time) to bend/stoop/squat, climb stairs, push or pull, reach above shoulder

· Constant need (66% to 100% of time) to write/type, grasp/turn, finger dexterity for operation of office equipment, lift office supplies and files.

VISION REQUIREMENTS

· Constant need (66% to 100% of the time) to complete forms, read and review reports and a wide variety of correspondence, view computer screen.  Frequent need to see small detail.

DRIVING REQUIREMENTS

· Must have valid driver's license, reliable transportation and automobile insurance.

WORKING ENVIRONMENT

· Indoors (66% to 100% of the time); frequently outdoors, all conditions (33% to 66% of the time).

ADDITIONAL REQUIREMENTS

· Employees must fulfill the performance standards of this position and comply with policies, rules and procedures of the company, including those set out in the Employee Handbook, or otherwise communicated (verbally or in writing) to employees.

· The job responsibilities of this position may include cross-training in other functions or positions to ensure satisfactory operation of the department or work area.

Employee Job Description Receipt and Acknowledgement
I have received a copy of the Lexington Asset Management Employee Job Description for Assistant Property Manager.  

I understand that it is my responsibility to perform my job in accordance to the job description. I also understand that I should discuss any questions that I have about my job description with my supervisor. 

It has been explained to me that the guidelines contained in this description are summaries of my performance requirements and that they may be changed without prior notice. 

I understand that this job description may be used as a tool to evaluate the performance of my duties.  If I have any questions about this job description or my job duties, I understand that I should ask my supervisor.

I agree to comply with Lexington Asset Management, LLC safety and community policies, Federal and State Fair Housing Laws, Workers Compensation and OSHA guidelines.

Finally, I know that my employment with the company is completely voluntary and that either party can terminate the employment relationship at any time, for any reason, with or without notice. 

Employee Name:



Employee Signature:


Job Title:



Community/Property:
Date:
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