
 SDM Realty Advisors Ltd. 
1850-1040 W. Georgia St. Vancouver, BC  V6E 4H1 

 

 

Job Title: Property Manager  Job Category: Property Management/Real Estate 

Applications Accepted by Email: DALEM@SDMREALTY.COM 

Subject Line: Property Manager Application 

Contact: Dale Mumford 

Travel Required: No 

Position Type: Full-Time 

Date posted: March 16, 2016 

Company Description: 

Formed in 1994, SDM Realty Advisors is a Vancouver- based property management firm, which provides customized hands-on service. 
SDM manages over 5.8 million square feet of office buildings, industrial warehouses, shopping centers and residential rental units 
where they form part of a larger mixed use complex. These properties are located in Greater Vancouver, Victoria, Nanaimo, Kelowna, 
Prince George and Calgary. This position presents a unique entry-level mentored opportunity for those looking to establish a base upon 
which to pursue a career in property management.  Prior occupants of this role have moved onto higher levels of responsibility, either 
in the operations or leasing areas of the firm with a focus on office, retail and industrial properties. 
 

Job Description: 

Responsible for a portfolio of residential rental units within an award winning mixed use development in Vancouver, BC. This position 
will oversee day to day operations, leasing, financial management and reporting. The successful candidate will also provide support to 
the overall leasing, operations and administrative teams. This position provides the opportunity to learn the key elements of property 
management and leasing under the mentorship of SDM’s two principals.  
 

 Recommend and establish rental rates and policy. Conduct market research and report on current trends in the rental market. 

 Advertise and lease residential vacancies, process applications, prepare and administer lease documentation.   

 Ensure condition and maintenance of the property by investigating and resolving tenant complaints, building system issues 
and supervising building projects. 

 Tender, select and supervise service contracts. 

 Offer a high level of customer service to maintain relationships with stakeholders. 

 Analyze financial statements and prepare monthly management reports. 

 Prepare annual budgets and operate within them to achieve financial objectives. 

 Supervise and develop procedures for the property ensuring adherence to all regulatory requirements. 

 After hours availability in case of emergencies. 

 Embrace company culture and emphasis on sustainability and social responsibility. 

 Insurance certificate management. 

 Support the leasing team by monitoring critical dates, interpreting lease clauses, liaising with landlords, tenants and clients, 
tracking subject removals and maintaining accurate files. 

 Assist in the accurate and timely preparation of commercial lease documentation and correspondence. Provide updates on 
outstanding files while helping in the preparation of leasing reports, transaction summaries and processing of tenant 
allowances. 

 Provide support on any property management, finance and accounting, leasing related issues. 

QUALIFICATIONS AND EDUCATION REQUIREMENTS 

Preference to post-secondary education in real estate or business. Completed or pursuing a CPM designation. Able to communicate 
effectively both in writing and orally, while developing mutual relationships with tenants and clients. Strong decision making skills and 
attention to detail are critical along with ability to organize time efficiently to manage tight deadlines. 
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