Davis

Property Administrator
Davis | Minneapolis, MN

Company Description

Davis is a trusted real estate firm specializing in the healthcare industry. Based in Minneapolis, the company
provides comprehensive real estate brokerage and consulting services. Davis collaborates with individual medical
groups, hospitals, and large medical organizations to meet their unique real estate needs. The company’s expertise
and industry focus make it a valuable partner in creating tailored real estate solutions for healthcare providers.

Role Description

This is a full-time, hybrid role based in Minneapolis, MN. The Property Administrator will have direct responsibility
for assisting the Property Management Department with the day-to-day operation and management of specific
medical office properties within the Davis portfolio. Duties will include providing support to the property
manager(s) and working with the entire Davis staff in all aspects of management pertaining to the Davis
properties.

Duties and Responsibilities

e Responsible for building portfolio correspondence to and from clients, tenants and vendors as directed by
Property Managers.

e  Responsible to field calls and emails from service line during business hours and appropriately record, notify
and assign to the responsible party. Follow up on tenant service requests that require additional time,
research and/or management.

e Manage work order system(s), tenant and management requests, monitoring workflow and managing
workflow of preventative maintenance items.

e Create and maintain various filing systems in an accurate and organized manner.

e  Correspond with tenants relative to daily operations or special events including property activities, projects,
construction or activities in the area.

e Responsible for aspects of development and maintenance of tenant anniversaries, holiday gifts, property
events, and training meetings or programs for tenants.

e Collecting tenant and vendor insurance certificates and review for compliance; collect W-9s for vendor
accounts as required.

e Manage card access systems and door security system software and programs as required.

e  Prepare and complete vendor contracts and agreements in accordance with client requirements.

e Maintain and update property information for tenants including building standards, tenant handbook,
emergency procedures and other relevant day to day operating information.

e Manage tenant bill back process and procedures as required.

e Manage property invoice routing and distribution according to established procedures.

e Assist property manager with annual fiscal and calendar year operating budgets in accordance with company
policy and procedure.

e Assist property manager with preparation of financial reporting as required.

e Assist property manager with aging report according to established procedures.

e  Assist with commercial lease administration.

e Support special projects or requests as assigned by the property manager(s).

This job description is intended to convey the general nature and scope of the position and not to be construed as
an exhaustive list of all responsibilities, duties and skills required.

Key Competencies and Attributes
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e  Ability to work in a team environment

e Excellent communication skills both written and verbal

e Detail-oriented with strong analytical and organizational skills

e Knowledge of basic math skills

e  Ability to work independently, take ownership of work product and complete work within specified deadlines
o Highest level of integrity, trust and professionalism

Qualifications

e Thorough knowledge of Microsoft Office

e 1-3years experience in property management or related field
e  Previous customer service background

e Knowledge of Yardi accounting platform a plus

e  Previous experience with Microsoft CoPilot / Al a plus

e College degree preferred

Seniority level: Entry level
Employment type: Full-time

Job function: Property Management
Industry: Real Estate
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