Colliers International is looking for an Assistant Property Manager for our Evanston office.  

From commercial real estate brokers to marketing professionals, IT experts and more, our career opportunities come in all shapes and sizes. But with one common goal – to help the best and brightest exceed their potential. And ours. With over 500 offices in 60 countries, we are fully immersed in our local markets, bringing an enterprising approach to supporting our clients, wherever they may be. 

We’re completely focused on helping our employees fulfill their career dreams – in their native countries or abroad. At Colliers, you can pursue global career opportunities. We push each other to be better than we thought we could be. We go the extra step for our clients and partners, creating memorable experiences that enhance and grow our relationships. And we have a lot of fun along the way.

Purpose of Position
Responsible for supporting the Property Manager in achieving Client investment objectives through the support and administration of activities involving lease administration, tenant/employee relations, systems, procedures, financial systems and coordination.  

Job Responsibilities
· Responds to Tenant needs in a timely fashion to meet Client lease obligations according to existing lease documentation and agreements.  Responds to all problems and concerns and ensures compliance with rules and regulations.

· Interacts regularly with property owners to ensure that objectives are met.  Anticipates and responds to owners concerns and needs.

· Handles day-to-day operational management of the building to assure maintenance of approved quality standards.  
· Participates in the development and administration of the Business Plan, Action Plan and Budget for the property.  Understands and provides explanations for variances.

· Responsible for the administration of all Client leases in full compliance with lease provisions.

· Prepares reports and initiates various forms relative to the building operations including monthly reports required by ownership such as operational and budget variance reports, Tenant analysis reports and lease summary reports.
· Drafts correspondence at direction of Property Manager on various matters pertaining to property management.

· Coordinates marketing and leasing of property.  Recommends and directs changes, maintenance and reconditioning of property as necessary.  Contracts for vendor services and supervises as needed.

· Supports tenants when moving in and out of building utilizing standard building moving rules and regulations.  

· Bills back invoicing for contractor time/materials for Tenant work orders.
· Assists with rent collections through preparation of standard correspondence and obtaining aging reports.

· Works with Property Manager to prepare and collect CAM, tax and insurance, and escalation billings in a timely manner. 
· Prepares accurate lease summaries of new/renewal Tenants for use by management team and Client for all Tenant related matters.  Responsible for auditing each lease for properties.
· Participates in civic and business organizations.  Attends BOMA and /or IREM programs and activities.
Qualifications
· Bachelor Degree from an accredited College.
· Minimum 3+ years of experience in property management or lease administration or accounting.

· Excellent communication, verbal and mathematical skills

· Ability to handle a high level of organizational, prioritization, and customer service skills. 

· Proficient in Microsoft Office software including Word, Excel and PowerPoint. 
· Strong interpersonal skills and problem solving ability.

· Maintain positive and professional relationships.
· Knowledge in lease transactions management (for commercial property management).
· Requires basic understanding of tenant and capital improvements.

· Ability to comprehend, analyzes, and interprets complex business documents.
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