
 
 
Position: Property Manager 
Closing:  March 1, 2015 
Location: Kitsilano, Vancouver, BC 
 
We are family owned real-estate investment company, looking for a property manager for two low-rise 
apartment buildings in Kitsilano. The ideal candidate(s) will have 1-3 years property management 
experience and couples are welcome to apply. There is an onsite office where a computer, mobile 
device, and internet service are included. 
 
JOB DUTIES: 

 Various administrative duties which include: listing/booking appointments, work order 
documentation, documenting application-to-leasing process, documenting maintenance and 
inspection schedules, documenting repairs and maintenance requests 

 Rent collection, maintaining operating budgets, and participating in scheduling future capital 
expenditures  

 Showing apartments 

 Enforcing tenancy rules, investigating tenant requests, and conducting regular building 
maintenance checks 

 Light maintenance and repairs 

 Establish and maintaining tenant, vendor, service provider relationships 

 Reacting promptly during emergency repairs situations 
 
SKILLS/QUALIFICATIONS/EXPERIENCE REQUIRED: 

 Self-starter and an ability to work/learn effectively and independently but communicate on a 
scheduled basis with a small team 

 Strong time management skills 

 Exceptional and versatile verbal and written communication skills when communicating with 
tenants, vendors, and contractors 

 Strong attention to detail and the ability to multi-task 

 Proven efficiency with Microsoft Office applications/general computer skills, and an 
ability/interest in learning how to use and implement new management software/applications 

 Knowledgeable of the Residential Tenancy Act and general BC real estate-related laws 

 Ability to work and communicate remotely with mobile devices 

 Willingness to take on research-related projects that will include preparing reports, 
collecting/analyzing/presenting data 

 Willingness to do what it takes to identify and properly document various 
maintenance/repairs/management issues and the ability to detect defects and arrange for the 
appropriate trades and service plan 

 
This is a full-time position mainly working on weekdays from 9:00am-5:00pm, but also on some 
weekends and evenings as required.  
We are offering a compensation package that is commensurate with the individual’s qualifications and 
which includes a base salary and performance bonus structure. 
 
Please email your resume, references, and salary expectations to jobs@vinewood.ca 
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