



DIRECTOR OF PROPERTY OPERATIONS 
BOSTON/NY
The Role:

Under limited supervision of the Vice President of Property Management, a Director of Property Operations supervises and trains assigned Property Managers in the day-to-day operations of their assigned properties. The Director of Property Operations is responsible for insuring that Property Managers perform income and expense control, property budgeting, preventive and reactive maintenance of the physical plant, administer leases in accordance with departmental policies and coordinate tenant relations.  The Director of Property Operations assists the Property Managers with technical problems requiring analysis of above functions, as well as supports and assists Property Managers in planning and scheduling tasks relative to the above functions and various interrelated activities.  This position is located in our Boston, MA office.
· Visits properties at least quarterly, with/without Property Managers to verify that property standards are met. Generates property inspection reports for Property Managers to review.  Assists in identifying all capital requirements.

· Regularly reviews property aging reports to track assigned Property Manager’s delinquency and assists with collections from problem tenants.

· Reviews monthly operating statements to insure adequate expense control.

· Verifies that Property Managers are maintaining current and accurate systems data to include tenant gross sales and insurance information, property information sheets, site plans, roof inventory spreadsheets, move in/out notices, etc.

· Reviews and approves property invoices for each assigned Property Manager to insure budget compliance and proper coding prior to invoice payment.

· Reviews and approves all property contracts.

· Reviews and approves annual operating budget for each property in assigned region.

· Reviews and approves monthly management reports of assigned Property Managers.

· Identifies training needs for Property Managers and develops a plan to achieve those objectives.

· Interacts with Vice President and other Director of Property Operations as a planning team for property assignments and staffing.

· Interacts with Property Owner / Owner’s Representative to determine:

· Ownership objectives

· Operating standards

· On-going property issues

Requirements:

· Bachelors Degree with a minimum of 5 years property management experience and a professional designation or candidate for professional designation.

· LEED Accreditation  strongly preferred 

· Considerable knowledge of real estate management principles, including physical plant management, real estate valuation, lease administration, accounting, and personnel management.

· Proven team building skills and leadership experience. 

· Proven creative problem solver . 

· Considerable knowledge of general business management practices and principals, including organizational concepts.

· Ability to manage Property Managers and Administrative Personnel engaged in day-to-day property management functions.

· Ability to develop and maintain effective working relationship with owners/owner’s representatives, tenants, vendors, and inter-office personnel.

· Valid Drivers License.

· Valid Real Estate License or Property Managers License.

· Must be able to operate in Windows environments proficiently. Ability to learn specific property management software. Proficiency in MS Word and MS Excel software to meet reporting, correspondence and budgeting needs as defined above. Ability to send and retrieve e-mail and Internet information. Ability to operate computer hardware and manage and download files.

Please apply at www.edensandavant.com and click employment.  EOE

