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Job Description 

Job Title Property Administrator /Accounts Assistant 

Contract Status Permanent  

Hours of Work Monday to Friday - 9am to 5pm (Full Time). 

There may be work demands requiring flexibility with hours 

Reports to Office Manager 

Job Purpose To undertake accounting duties within the Accounts Team and provide accounting support 

to the Directors and Property Managers. 

To provide administrative support to the Directors, Property Managers and the Accounts 

Team contributing to the smooth running of the office.  

 

Main  Responsibilities  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Answering the telephone, assisting with general queries, filtering and transferring calls, 

taking and passing on messages. 

2. Manually stamping up incoming client/supplier/contractor invoices.  Inputting invoices 

onto client accounting system. Collating invoices into relevant property managers 

invoices for payment files. Distributing invoices for payment.  

3. Assisting and being first point of contact for visitors to the office. 

4. Opening, scanning, logging and distributing incoming post. 

5. Franking post (daily at 4pm)/Taking outgoing mail to post box (if applicable), ensuring it 

has the correct postage.   

6. Sending final signed accounts to all owners and raising postage and copying invoices. 

7. Purchasing office supplies from local shop; tea, coffee, cleaning products etc. and 

ensuring stock levels are sufficient. 

8. Maintaining stationery and stamp supplies; ordering new items online when necessary. 

9. Ordering additional/replacement keys and fobs. Distributing them after ensuring 

appropriate authorisation and payment has been received. 

10. Keeping the office environment tidy, shredding confidential waste and preparing it for 

collection, filing, and sorting appropriate documents for archiving. 

11. Ensuring printers and photocopiers are working at all times. Refilling paper, changing 

toners, resolving basic paper jams or errors, calling engineers if necessary. 

12. Creating, printing and laminating notices or documents for notice boards.  

13. Recording annual leave on MS Outlook calendars. 

14. Scheduling staff/ops meetings, preparing agendas and taking minutes. 

15. Processing cheques received, filling in paying-in slips and sending/taking them into the 

bank 

16. Entering annual budgets onto the Clients Accounting system/s and updating in the 

Property Managers invoice files.  
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17. Archiving of year end accounts files. 

18. Assisting with collating, printing and sending out service charge demands, annual 

accounts, circulars etc.  

19. Updating/Maintaining client records, including (but not limited to) ensuring contact 

information is up-to-date.  

20. Carrying out mail merges. 

21. Typing and distributing Directors and Residents meeting agendas and minutes. 

22. Providing home owners service charge and ground statements. 

23. Scanning and archiving client handover documentation. 

24. Updating the archiving spreadsheet. 

25. Monthly scanning of client’s service charge invoices and filing system. 

26. Weekly printing and stamping of invoices received via email. 

27. Setting up new files as part of the yearend process/new client setup.  

28. Requesting and processing meter readings for the portfolio to ensure utility invoices are 

correct. 

29. Taking and submitting monthly electric and gas meter readings for the office. 

30. Setting up new client files on Omnicroft’s system. 

31. Recording ARMA/RICS CPD hours. 

32. Any other duties commensurate with the level of the post. 

  

Other Duties 

 

Ad Hoc Administrative duties for Directors and Property Managers including: 

1. Proof reading documentation. 

2. Ensuring Lessee contact details are correct and consistent when client reporting systems 

are set up. 

3. Organising meetings and diary dates. 

4. Responding to letters, emails and telephone calls. 

5. Booking contractors. 

6. Assisting with the smooth running of the office. 
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Job Title 
Property Administrator /Accounts Assistant 

Key Skills Essential 

1. Administration skills and experience. 

2. Professional telephone manner. 

3. Excellent verbal and written communication skills. 

4. Computer literate with strong knowledge of MS Word, Outlook (E-mail and Calendars), 

Excel and the Internet. 

5. Able to use own initiative, work independently as well as being a good team member.  

6. Able to interact and work constructively with a variety of people. 

7. Good customer service skills. 

8. Good organisation skills. 

9. Able to multi task while prioritising workload and working to tight timescales. 

10. Have a flexible, adaptable and enthusiastic approach to work and a positive attitude. 

11. Reliable and punctual with a good attendance record. 

12. Accounting skills and experience. 

13. Good verbal and written communication skills. 

14. To work to specific deadlines. 

 
Desirable (Non-essential) 

1. Previous experience in Residential Property Management. 

2. GCSE English (or equivalent) 

3. Level 2 or above qualification in Business Administration. 

4. Level 2 or above qualification in ICT. 

5. Knowledge of MS Access. 

6. Knowledge of Quickbooks.  

  

 


