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Strata Property Manager 

 

 

Do you EXCEL when it comes to being organized?  Do you thrive at multi-tasking and succeed at getting things done in a 

diligent matter?  Then keep reading…. 

 

We are on the hunt for that one person that exudes high organizational skills but is also an exceptional relationship builder 

among clients and peers.  This person is able to think outside the box in emergencies and is the “go-to person” when 

crises arise.  Your multi-tasking skills will be of use when managing several projects at once, all at varying stages of 

completion.  You must be able to communicate effectively with all clients at any given time and to never leave them “in the 

dark.”  Customer service is also at the top of your priorities as you will always be willing to go the extra mile to ensure 

customer satisfaction. 

 

Our client, a leader in property management is a family owned company with unique strategies that continues their 

exponential growth.  Their rapid growth in the last ten years was solely focused on taking care of their clients with little-to-

no marketing tactics.  They shine above all in property management, rentals, sales, and leasing. 

 

As the next Strata Property Manager, you will have ‘key responsibilities’ that will require efficient organizational skills as 

well as excellent verbal and written communication. 

 

The Role: 

 

- Property inspections 

- Organize and manage ongoing projects 

- Coordinate and organize strata insurance claims and attend to all property emergencies that may arise 

- Provide yearly budgets, collect strata fees and keep up to date financial statements while reviewing accordingly 

- Manage and oversee service agreements and property contracts 

- Partaking in council meetings and AGM’s and providing meeting minutes 

- Handle and administer any owners’ inquiries and concerns and assist with all correspondence to the strata 

council 

- Coordinate any quotes needed for strata common property as well as arranging repairs and maintenance 

- Be a leader by advising strata council on strata operations as well as the Strata Property Act 

 

Your Skills & Experience: 

 

- ***Must have prior experience as a strata manager*** 

- ***Must hold a Strata Management License*** 

- Attention to detail as well as tremendous organizational and time management  skills 

- A knack to prioritize and multi-task 

- Accommodating to working outside regular work hours 

- Able to problem solve while keeping your “cool” in a fast paced high volume work environment 
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- Passionate about meeting customers’ expectations and then some 

- Thriving track record in building positive relationships with clients 

- Comprehension and understanding of financial reporting 

- Valid BC driver’s license 

- A clear understanding of building maintenance and mechanical systems 

 

If you have read to this point you MUST be up for the challenge and looking for an opportunity to grow and push yourself. 

 

Here’s how to apply: 

 

Call Xilium Recruiters at 1-800-958-1401 or email charles@xiliumrecruiters.com 

 

***Please note all finalist candidates will be required to undergo a Criminal Record Search, produce an acceptable driver’s 

abstract and complete a psychometric assessment*** 

 

 

With offices in Kelowna & Kamloops BC, Xilium Recruiters is BC’s #1 executive search and recruiting firm serving the 

Okanagan interior.  When employers need highly skilled recruiters they can count on to grow their business, Xilium is at 

the top of their A-list! 

 

“When real potential is actualized, and values are rightly aligned, business and careers flourish.” 

 

 

 
Serving the BC Interior 

1-800-958-1401 (toll free) 

charles@xiliumrecruiters.com 

 

"Great companies are made by great people" 
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