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Job Description
Job Title:
Property Management Coordinator
Department / Function:
Management Services 
Reports To:
Associate Director – Management Services
Direct Reports:
None
Location:
Campions head office & PM hubs
Job Grade / Level:

Job Purpose:
To support the effective running of the Property Management & Premier Management departments by providing organisational and administrative support to the teams, as well as maintaining and overseeing the relationship between the agent and our approved contractors and utility providers.  To enhance the customer experience by supporting calls into the PM departments and assisting to resolve queries where appropriate.
Key Accountabilities:
PM Teams
· Processing & checking invoices on RPS & Concur
· Coordinate visits for a designated portfolio, and maintain effective reporting
· Coordinating team incentives
· Managing post
· Organising mail out campaigns 
· Arranging and sending check in and out reports 
· Adhere to departments file noting minimum standards
· Coordinating utility management for a designated portfolio
· Maintaining departments stationary and office supply requirements
· Be responsible for collating department KPI reports

· Attend and contribute positively to weekly team meetings, departmental workshops and top up training
· Providing bespoke administrative tasks for Key Client and Portfolio landlords
· Proactively manage the coordination of short let move-ins
· Processing the registration & release of tenant deposits
· Assist with the arranging access for maintenance appointments with tenants

Service & Performance
· Ensure a positive, professional experience with tenants and landlords throughout all interactions
· Providing support for department telephone lines, resolving queries when possible in a professional manner, or passing detailed messages in accordance with the department minimum standards
· Identify process improvements and escalate issues or risks proactively.

Suppliers
· Process all approved contractor applications, including references, setting them up on RPS, advising business of new contacts and the insurance status of each company
· Reduce the level of contractor debts to department target through production of weekly spreadsheet for management staff of bad debts and process contractor statements and provide updates.
· Generate all commission invoices requested by team members, update league table & produce invoice requests to send on to Client Accounts.  
· Maintain the supplier database including obtaining insurance docs and onboarding details.
· Arranging quarterly meetings with contractors


Stakeholder Relationships
· Build and maintain strong working relationships with PM teams, the branch network, and the wider Operations team.

Systems & Administration
· Maintain accurate tenancy records across internal systems and digital filing platforms.
· Use CRM, document automation tools, and compliance platforms to ensure data integrity and audit trail completeness.
· Assist with reporting, KPI tracking, and operational updates as required.

Contribute to Team Culture:
· Support colleagues to maintain a collaborative and harmonious working environment.
· Positively contribute to an inclusive working environment always considering the companies mission, vision and collective principles.
Qualifications & Experience
· Previous experience in an administrative role
· Excellent written communication skills and high attention to detail.
· Ability to manage multiple tasks and deadlines in a fast‑paced environment.
· Proficiency in Microsoft Office applications (Word, Outlook, Excel).
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