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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



Property Manager
	Job Title:  
	Property Manager
	FLSA Status:
	

	Department:
	
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

This position is accountable for managing owned and leased properties:  to provide operational support for employed staff and adult volunteers; to support the delivery of program services; and to cost effectively maintain the grounds and facilities as council assets.

Essential Duties And Responsibilities

This list of duties and responsibilities is not all inclusive and may be expanded to include other duties and responsibilities, as management may deem necessary from time to time.

1. Develops the Long Range Property Plan and implements supporting annual work plans for each site.

2. Develops and manages operational and capital property budgets.

3. Supports fund development efforts by drafting property related proposals and recognizing donors.

4. Directs and manages approved capital improvement projects, working closely with site planners, architects, contractors, etc. to achieve desired results.

5. Directs and maintains the maintenance management system.

6. Manages and protects the organization’s natural resources.

7. Supervises site managers and custodial staff; and utilizes volunteers and outside resources to complete annual work plans.

8. Insures properties conform to state, county and local health, safety and land use regulations.

9. Directs customer services by property staff at all program properties.  Coordinates all use of council facilities by outside groups.

10. Implements safety and security policies and procedures related to council facilities and properties.

11. Assists in the maintenance of council properties, primarily through the direction of "team" projects.

12. Purchases furnishings, materials and equipment related to properties and approves all property related services and expenditures.

13. Integrates property plans and needs into the council corporate planning system.
Qualifications

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

· Ability to develop and implement long range and short term property development and maintenance plans.

· Ability to develop and manage operational and capital budgets to meet council property goals and objectives.

· Ability to supervise employed staff and direct adult volunteers.

· Demonstrated knowledge and skills in operating and maintaining year-round program and administrative facilities.

· Willingness to offer quality internal and external customer service and enhance council AA/EEO guidelines and initiatives.

· Possess strong organizational skills and the ability to prioritize work to meet council goals and objectives.

· Familiarization with automated records systems helpful.

· Accept residency as a position requirement if desired by the Council.

Education and/Or Experience

Bachelors Degree or 4 years related experience in the areas of facility management, natural resources management, and/or parks and recreation management.
Physical Demands

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
While performing the duties of this job, the employee is regularly required to talk or hear. The employee frequently is required to stand. The employee is occasionally required to walk; sit; and use hands to finger, handle, or touch objects, tools, or controls. Specific vision abilities required by this job include close vision.

Work Environment

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. While performing the duties of this job, the employee is occasionally exposed to fumes or airborne particles. The noise level in the work environment is usually moderate to loud.
	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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