BILLINGSLEY COMPANY

Asset Manager

The Asset Manager is responsible for managing a defined group of assets related to the protection/enhancement of value through asset positioning in the marketplace.

1. What are the major accountabilities or outcomes to be accomplished by this job?
· Strong financial performance of the assets
· Generation of new acquisition, investment and/or development opportunities

2. What are the most frequent and most essential work activities in this job?
· Suggest and implement financial, business and management strategies/tactics for the portfolio’s assets
· Financial analysis related to leasing and financing decisions – determining appropriate assumptions, testing them & having a recommendation; leasing evaluation; sales activities; asset and capital improvement budgeting
· Work with Business Portfolio Leader to develop and manage successful and innovative leasing programs including the establishment of leasing policies and leasing strategies
· Responsible for qualifying prospective tenants, maintaining competitive database
· Serves in a deal structuring capacity and conducts investment analysis, underwriting, due diligence coordination, negotiation assistance and risk analysis
· Research and indentify commercial investment opportunities 
· Research municipal regulations/zoning/entitlement issues; provide documentation to the seller(s) and/or buyer(s)
· Involved in the financing (equity or debt) process; participate in financing due-diligence and assist in final decision
· Identify and recommend appropriate and applicable disposition activities
· Determine and analyze value of capital improvement programs
· Property management oversight including interaction and coordination with property management team.  Taking over certain tenant-related issues when Property Management has failed to resolve directly with tenant.  
· Accounting oversight including interaction and coordination with Accounting team
· Support investor/owner communication activities including preparation of quarterly tenant-in-common reports and any reports required by lenders
· Active in the preparation of annual operating statements and budget tracking process including the administration of various operational policies and quality control
· Review of and sending out estoppels, right of first refusal notices, commencement letters, etc. to tenants
· Prepare and review monthly financial reports and churn report
· Handling distributions
· Bi-annual report on future projections for each asset

3. What are the primary people contacts in this job? (With whom? What purpose? How often?)
· Business Portfolio Leader for strategic direction and regular asset updates
· VP of Property Services and Property Managers for property activity updates and assistance in decision-making when relevant -- weekly
· Portfolio Accountant for status of billing, payables, receivables, coding - weekly
· Legal for assistance in drafts of all relevant legal documents -- as needed

4. What decisions are within the authority of this position?
·  This role is largely strategic, analytical, and advisory.
· Decision authority rests largely with communication to partners, handling of distributions, & legal communication to tenants

5. What are the toughest parts of this job on a day-to-day basis?
·  Maintaining balance between asset management and searching for new business
· Keeping up with all deals, daily asset issues, and regular correspondence with partners, lenders, and tenants relating to each asset.

6. What are the perquisites for employment? (Education, prior experience, other)
·  Bachelor’s Degree; finance major preferred
· Minimum 2-4 years experience managing assets for applicable portfolio type within the real estate industry
· Competent in developing  successful operational and business strategies in complex or stressful environments
· Capable of directing and coordinating multiple activities simultaneously while providing sensible and decisive direction
· Proven ability to develop and foster successful team concepts and relationships
· Skilled in budget and monthly financial preparation and reporting
· Must be able to communicate effectively with tenants, brokers, executive management team and peers at all levels

7. What behavioral traits, attitudes, and skills are required?
·  Analytical, detail-oriented, and entrepreneurial 

8. What are the compensations? 
·  Base Compensation
· Transactional Bonus Program

9. What leadership style will be used to manage the individual in this position?
·  Collaboration 

10. What results should be accomplished to exceed expectations and achieve success in this position?
· Commercial acquisitions/growth in portfolio 
· In-depth knowledge of our assets and all data in financial reports
· On-time reporting
· Complete market knowledge – comps on sales and leases
· Having well-informed partners
· Increased cash flows

This position is judged in large part on the individual’s knowledge of the market and assets and strategic contribution the company.  
