
 
 
Office Administrator/Controller 
Full-Time 
North Bay, Ontario 
 
We operate a full-service property management company that specializes in managing residential and 
commercial properties in Ontario. Our objectives are to provide efficient and cost-effective property 
management that meets needs of property owners while maximizing their real estate assets. 
 
We are searching for a motivated Office Administrator/Controller to work at our head office located in 
North Bay, Ontario.  
 
Key Responsibilities:  

 Oversee work order requests; full out work orders for maintenance; logging requests and 
progress; ensure maintenance staff is informed and scheduled for completion; 

 manage complaints, questions or requests that come from tenants and report to Head Office, 
respond appropriately; 

 Rent Deposits/Collection of Rent: prepare bank deposits; take deposits to bank; follow up on 
delinquent payment; 

 Ensure filing is up to date; record completed work orders in log book; maintain e-mail database; 
coordination and scheduling of contractors; 

 Prepare lease requirement letters; prepare leases; prepare move-in packages, assist with 
utilities hook-up requests; maintain new contact information; maintain accurate parking 
information; 

 Maintain excellent client, owner and tenant relations; 

 Assist in managing any capital projects; 

 Maintain an excellent understanding of the financial position of the properties; 

 Manage all Accounts Receivable and Accounts Payable associated with the properties; 

 Provide guidance on day-to-day office administration to office staff and leasing agents; 
 

Qualifications:  

 College/University Degree or equivalent work experience; 

 Minimum two years’ experience in Rentals/Leasing; 

 Experience in a leadership role; 

 Experience in property management, and previous management experience is an asset; 

 Experience Information management and databases; 

 General office administration and bookkeeping; 

 Awareness of changing legislation/guidelines and real estate law, as it relates to leases and 
tenant relationships (e.g. Landlord and Tenant Act, BOMA guidelines, etc.); 

 Computer proficiency in MS Word, Excel and Outlook;  

 Familiarity with terminology, legislation, and real-estate law as it pertains to tenants and leases; 

 Must be fluent in English: written and verbal communication skills are required; 

 Excellent communication skills – reading, writing, speaking; 

 Professional personal appearance; 

 Organizing & planning skills; 

 Proven ability to work with a diverse tenant population; 

 Must be able to prioritize and manage time wisely; 

 Valid “G” Driver’s license;  
 
Salary based on education and experience. 

 

Please send detailed cover letter describing your experience along with a detail resume no later than 

Oct 14, 2017 to:  

Mike Guillemette, AACI, P.App, Dipl. M.M.A., DULE 
Director, Realty Services & Development 
email: mike@westindevelopment.com 

 

We thank all candidates for their interest, however, only those chosen for an interview will be 

contacted. 

 

 


