BILLINGSLEY COMPANY

Position Title:  Administrative Assistant/Accounting Services Support
This position will be the first point of contact for tenants and visitors to the building management office for multiple locations.  Ensures a prompt accurate response by the property team and provides accounting support to management.
1. What are the major accountabilities or outcomes to be accomplished by this job?
· Promote and foster positive relationships with tenants, visitors and clients
· Provide timely and accurate day to day support to Management and Engineering Staff
· Assist the team as necessary to meet Multiple Property Managers, Engineering and Owner’s objectives for the asset.

2. What are the most frequent and most essential work activities in this job?
· Provide full administrative support including phone support, typing reports, filing and distribution of correspondence for General Manager, Property Manager and Chief over all Engineering Services. 
· Coordinate day to day activities of multiple buildings, schedule freight elevator and dock 
· Enter work orders into 360 report, dispatch engineering and follow up on completion and tenant satisfaction
· Adding/ deleting access identification as required
· Assist in lease administration activities including lease set up, administer lease changes, generate reports, etc. 
· Code invoices for management review and approval, batch and send to accounting
· Generate reports as requested from accounting system
· Prepare and coordinate bid proposals, service contracts and set up vendor meetings 
· Track and file service contracts and insurance certificates.  Maintain follow-up system for expiration
· Assist with monthly and quarterly management/engineering reports as well as annual budget preparation
· Prepare A/R status worksheets, initiate late payment calls, reconcile A/R and follow-up collections as directed by property manager
· Compose and type correspondence
· Set up and maintain tenant, prospect vendor engineering and general files 
· Sort and distribute daily correspondence
· Process new vendor (W-9) request
· Report Preparation for:  Lease summaries; commission requests, analysis spreadsheets, marketing reports, leasing activity reports 
· Greet tenants, prospective tenants, vendors and guests
· Answer questions and/or understanding of how to get questions answered
· Maintain parking/building access card records
· Invoice Tenant billbacks
· Maintain tenant emergency contact list, vendor contact list and insurance information
· Additional duties or projects as assigned by Property Managers or Chief Engineer
3. What are the primary people contacts in this job? (With whom? What purpose? How often?)
· Communicates daily with Tenants, vendors and contractors, prospective tenants and clients and general visitors for various issues as they arise throughout the day.

4. What decisions are within the authority of this position?
· Prioritize incoming requests and direct appropriately.

5. What are the toughest parts of this job on a day-to-day basis?
·  Varying objectives with varying delivery requirements; lots of multi-tasking amidst frequent interruptions.
6. What are the prerequisites for employment? (Education, prior experience, other)
· Strong communication skills both verbal and written
· Proficiency with Microsoft Office, Excel and Word 7, Yardi,  10-key, Outlook
· Familiarity with real estate/property management accounts payable/accounts receivables  processing and 360 work order system
7. What behavioral traits, attitudes, and skills are required?
· Strong people skills, honest, good judgment, maturity, punctuality, responsive; attentive to detail,  able to multi-task, able to work with and take direction from a variety of personalities, disciplined, good work ethic, professional appearance, flexible, dedicated 
8. What are the compensations? 
· Market competitive compensation.
9. What leadership style will be used to manage the individual in this position?
· Collaborative direction from management with feedback provided informally on a regular basis and formally at mid-year and year-end.
10. What results should be accomplished to exceed expectations and achieve success in this position?
· Contributes to team’s accomplishment of Owner’s objectives of the asset.
· Demonstrates competence in dealing with difficult issues, follows up timely, meets deadlines, maintains property in a Class A manner
· Communicates well with tenants and with other departments within the company.
· Demonstrates ability to handle and resolve conflict in a constructive way.
· [bookmark: _GoBack]Finds ways to engage tenants and create a building “community”.
