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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



Retail Property Manager/Leasing Agent
	Job Title:  Retail Property Manager/Leasing Agent
	
	FLSA Status:
	

	Department:
	
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

The Retail Property Manager/Leasing Agent oversees property rates, terms, while seeking prospects, handling inquiries, showings, proposals, negotiations, and drafting leases for owner's review and approval. Other duties may include managing properties, coordinating renewals and preparing vacancy reports.

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. Lease and manage all available space (large and small) at designated properties as well as any future properties added to the portfolio.

2. Lease all office and retail available space including, but not limited to:

a. Seeking prospects through various marketing avenues such as mailings, cold calling, networking, newspaper follow-up, marketing brochures, website and any other sources.

b. Handling incoming inquiries by interested prospects.

c. Showing space to prospective tenants.

d. Developing an understanding and comfort level with prospective tenants.

e. Assisting prospective tenants with floor plans, space layout and design.

f. Negotiating lease terms and details.

g. Writing proposals; and drafting leases for owner’s review and approval.

3. Coordinate and manage renewal leases of current tenants, including: 


a. Contacting tenants prior to renewal.

b. Negotiating terms and details.

c. Coordinating new paint, carpeting, remodeling, etc.

d. Drafting renewal leases for owner’s review and approval.

e. Managing all office and retail properties, including reconcile rents 


f. Maintaining, updating and remodeling common areas

g. Managing lawn care, snow removal, cleaning and HVAC systems

h. Handling tenant questions, concerns and/or complaints

i. Responding to and coordinating tenant service/repair calls

4. Develop and maintain commercial website

5. Develop, implement and monitor all marketing for commercial properties, i.e. research demographic traffic, test competition, develop and implement effective marketing materials

6. Supervise Maintenance Technician

7. Negotiate and contract for property maintenance

8. Prepare vacancy reports for supervisor or owner; and other duties as assigned.

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.

Education and/Or Experience

High School degree and some related education beyond high school (i.e., real estate, business, construction or development); broker’s license preferred, must possess a valid drivers’ license.  Minimum of one to three years of property management experience, including leasing office and retail space.

Language Skills

Good written and verbal communication skills.  Ability to read and comprehend documents such as agreements, correspondence, and memos.  Ability to effectively present information in one-on-one and small group situations.  Detail oriented; strong negotiation skills.

Mathematical Skills

Basic math skills and ability to calculate figures, amounts and percentages.

Reasoning Ability

Ability to apply common-sense understanding to carry out instructions furnished in written or oral form.  Ability to deal with problems involving several concrete variables in standardized situations.  Ability to maintain a courteous businesslike manner when interacting with outside contacts and other employees.  Ability to use good judgment.  Ability to organize, solve problems, work as part of a team, handle multiple tasks, and meet deadlines.  

Physical Demands

While performing the duties of this job, the employee is regularly required to stand, sit, walk, and climb stairs and use his/her hands.  The employee must lift and/or carry up to 10 lbs.  The specific vision abilities required by this job include close vision.  Must be able to travel by auto and operate a motor vehicle.

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.
The noise in this work environment is usually between quiet and loud.  Time spent outside:  25% - 50%Time spent inside:  50% - 75%

	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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