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Maxine Lester Lettings & Property Management 
 

Job Description 
 

Job Title: Administration Support Property Management 

Department: St Ives Office 

Reporting to: Property Team Director 

  
 

Main Job functions: 

▪ To provide general administrative support to your Property Manager 
▪ Handle all customer enquiries positively and professionally 
▪ Responsible for all safety compliance certificates 
▪ Ensuring all maintenance requests are completed efficiently & appropriately 
▪ To support the rest of the team at times of peak workload 

 

 
 

Property Management  

▪ Ensure all gas safety, electrical certificates and public liability insurances are kept up to 
date. 

▪ Handle incoming maintenance calls and liaise with landlords, tenants and contractors. 

▪ Complete a weekly reconciliation of the keys signed out by contactors, making sure that all 
keys are returned when works are complete. 

▪ Send letters advising tenants of inspection dates 

▪ Prepare for property inspections ensuring keys and any other materials required are 
available and ensuring tablets are fully charged. 

▪ Send reports to landlords and handle maintenance thereafter 

▪ Provide general administrative support and updating of correspondence that needs to be 
dealt with immediately.  

▪ Sign off and process invoices. 
 

Check-Ins 
 

▪ Generally support Property Managers in managing check-ins 
▪ Prepare check-in packs 
▪ Liaise with tenants to confirm appointments 
▪ Prepare worksheets with contractors 
▪ Chase contractors to ensure works completed when required 
▪ Handle queries in Property Manager’s absence 
▪ Liaise with lettings department re timings 
▪ Preparing and recording sufficient sets of keys 
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Check-Outs 
 

▪ Generally support Property Managers in managing check-outs 
▪ Prepare check-out packs 
▪ Send pre-check-out correspondence, e.g. cleaning service letters 
▪ Liaise with lettings department re timings 
▪ Ensure forwarding address and meter readings are properly recorded 
▪ Prepare worksheets for contractors 

 

Customer Enquiries 

▪ Ensure phones are answered within 3 rings. 

▪ Handle all customer contact and conversations promptly, positively in a professional and 
helpful manner. Ensure appropriate priority is given to each issue. 

▪ Accurately collect all relevant information for each customer contact, recording details on 
database as soon as possible. Communicate relevant information with suitable urgency, 
ensuring people understand properly. 

▪ Take direct responsibility for ensuring each call is completed or followed up, either by you 
or, through agreement, by a colleague. Ensure no customer goes longer than 24 hours 
without a response unless a longer timetable has been agreed by them. 

▪ Maintain a good general knowledge of the Company’s services, operations and 
developments to ensure customer enquiries can be handled efficiently. 

 

General 

▪ Provide filing support, including archiving when required 

▪ Provide cover for other members of the team during times of peak work load or absence. 

▪ Create, comply with and maintain systems to deliver an efficient, well organised and 
consistently effective service in accordance with current Regulations and Company 
objectives, policies and procedures. 

▪ Maintain high standards of accuracy, punctuality and customer service in all activity. 

▪ Work with other people to ensure all services are smooth and efficient. 

▪ Keep and maintain confidentiality of all matters relating to the Company at all times. 

▪ Swiftly notify your line manager if work cannot be completed for any reason or within the 
deadline.  

▪ Ensure all written communication is accurate, courteous and well presented, with no 
spelling or grammar errors. Ensure that the correct salutation is used.  

 
 

Note: 

The responsibilities of this role will normally include all duties described in this Job Description 
and any additional or different duties, which the Company may require from time to time. 
 
As an equal opportunities employer we will actively consider requests for reasonable adjustments 
to these activities or methods of working to accommodate an individual’s need. We will also 
consider working patterns to suit the individual, always provided that our high level of customer 
services is our primary objective.   


