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JOB POSTING

Below is information regarding an internal job posting OPEN TO INTERNAL CANDIDATES only.  If you are interested in applying for this position, please complete the Internal Associates Transfer form.
	Posting Date:
	January 16, 2012

	Title:
	Assistant Manager

	Property Name:
	Terrace Cove (304 units)

	Location:
	Austin, TX

	Date Needed:
	Immediate

	Contact:
	Karen Rainwater
crainwater@stmkmgmt.com


Position Summary: 

Responsible for assisting Community Manager in overseeing property management for the complex by performing the following duties personally or through subordinate supervisors/employees.  

Job Responsibilities:

· Assists Community Manager in maintaining the physical assets of maximizing the financial returns from the assets in accordance with the owners’ objectives.

· Investigates tenant complaints about malfunctions of utilities and inspects vacated apartments to determine needed repairs or maintenance.

· Assists in the direction and coordination of activities involving office staff engaged in showing prospective tenants apartments and explaining occupancy terms, renting or leasing apartments, collecting security deposits as required, and completing lease form outlining conditions and terms of occupancy.

· Responsible for accounts payable/receivable reconciliation, collects and logs any payments due and issues receipts.

· Assists in the direction and coordination of maintenance staff engaged in repairing plumbing or electrical malfunctions, painting apartments or buildings, and performing landscaping or gardening work, or arranges for outside personnel to perform maintenance.

· Resolves tenant complaints.

Experience/Skills:

· One year experience in Payable/Receivables.

· Leasing experience, management training and sales experience are desirable.

· Excellent people skills.  Must be strong team player with good communication skills and ability to manage time and set priorities.

· Knowledge of bookkeeping, business math, accounting, management and marketing. 

· Must be computer literate and be able to use office equipment.

For a complete job description, please visit www.thestonemarkuniversity.com or contact Human Resources.
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