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JOB OPPORTUNITY 
Property Administrator  

Hi Rise Office – Class A+ 
 

 

COMPANY 

LYNOUS has been retained on an exclusive basis.  Our client is a privately held nationally diversified real estate services firm who just 
celebrated 40 years in business.  With $4.4 billion of assets under management, trust, integrity and transparency are the 
cornerstones of their business.  They empower their team members with the resources and independence to deliver extraordinary 
results.   

The Property Administrator position works in Asset Services division of the company that provides third party property management 
services for institutional investors and sophisticated owners.  Their unique approach is commitment to long-term relationships in 
commercial property management, with attention to detail to create a unique and cohesive experience while bringing long-term, 
strategic thinking to asset property management. 

 

POSITION 

If you are career driven with energy and hungry for a challenge to grow this could be the opportunity for you.  The Property 
Administrator is a key team member and is responsible for providing support for a high-rise, LEED Silver, Class A office property 
team.   The ideal candidate will have experience as an office Property Administrator, work with the highest level of professionalism, 
possess superior communications skills to provide a five-star customer service experience to the high-profile tenants, client, vendors 
and property guests. 

 

ROLES AND RESPONSIBILITIES 

 Provide daily full administrative support to the property team  
 Provide five-star customer service to the client, tenants, prospective tenants, vendors, and guests 
 Provide typing, assist in the development of reports, filing, lease administration, and distribution of correspondence 
 Provide phone support: screen calls, provide information when appropriate, answer questions and/or understanding 

how to get questions answered, direct callers to the appropriate parties, and/or take messages for leasing agent(s) 
and property management team 

 Schedule and coordinate meetings, special events and appointments as requested 
 Process service contracts, leases, amendments, exhibits, side letters and general correspondence 
 Prepare and coordinate bid proposals and create service contracts 
 Assist in the preparation of financial packages 
 Create and maintain vendor files (hard and electronic copies) 
 Create and maintain lease and property files 
 Track and file vendor and tenant insurance certificates. Maintain insurance tracking system database. 
 Assist accounts payable by coding and processing of vendor invoices  
 Assist with monthly and quarterly management reports as well as annual budget preparation 
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 Prepare A/R status worksheets, initiate late payment calls, reconcile A/R, and follow-up on collections as required 
 Set up and maintain tenant, prospect, vendor and general correspondence files 
 Order tenant door plaques and/or directory strips plus maintain property signage 
 Prepare and distribute tenant move-in packages and/or order tenant gifts as needed 
 Maintain parking and building access card records 
 Invoice tenant rebills (meter readings, HVAC, etc.) 
 Provide administrative support for capital and tenant improvement projects 
 Periodically assist in mass mail-outs requiring addressing, sorting, labeling, stamping utilizing interoffice, delivery services, 

and/or mail systems including bulk mail 
 Coordinate all necessary staffing for the hours needed 
 Provide access to prospective tenants to view space 
 Order and maintain adequate stock of office supplies 
 Additional duties or projects as assigned by the property team 

 
 
QUALIFICATIONS 

 Approximately 2 years Property Administrative experience required 
 High school diploma is required.  A bachelor's degree is a plus.  
 RPA or CPM candidacy is a plus 
 Strong desire to succeed in an entrepreneurial environment 
 Excellent listening, oral and written communication skills 
 Possess the highest level of professionalism and manners to deliver superior customer  
 Ability to keep information strictly confidential 
 Intermediate proficiency in Microsoft Suite computer skills to include: Outlook, Word and Excel (developing formulas, 

developing spreadsheets, linking spreadsheets, etc.) 
 Ability to read and interpret documents such as contracts, safety rules, procedure manuals, operating and maintenance 

instructions 
 Command of math skills:  addition, subtraction, multiplication and division 
 Experience processing AR and AP required 
 Working knowledge and experience on: MRI, Yardi, and/or ANGUS  
 Excellent time management skills, ability to multi-task and prioritize 
 Ability to be highly organized with an attention to detail 
 Ability to develop, review, execute and oversee work orders 
 Ability to work collaboratively within a team environment 

 
 
BENEFITS 

Compensation is excellent with a base salary and performance discretionary bonus.  A comprehensive benefits package to include: 
paid garage parking, paid time off, medical, dental, vision insurance available, 401(k) with generous company match, company 
provided and reimbursement of approved training, industry association membership(s) with active participation and work cell 
phone. 
 
 
RESUME SUBMISSION 
 
For any questions and confidential inquiries, please contact Julie Lynch at LYNOUS 214.387.9595 or Julie@LYNOUS.com.  Interested 
and qualified candidates please send your resume in Microsoft Word format with salary and bonus (broken out separately) history 
listed under each position, to Julie@LYNOUS.com or FAX 214.975.1462. 


