Job Description: Community Assistant/Bookkeeper

Position Description:

A. Assists the On-Site Manager of an apartment community in achieving predetermined goals and objectives. Follows company policies in the proper maintenance, execution and distribution of records pertaining to occupancy, income and expenses.

In the absence of the Manager, may supervise rent ready operations, maintenance and other team functions.

Reporting Relationships

1. Reports to and receives direction and supervision from the On-Site Manager with regard to daily operations of the Community.

2. Functionally reports to, receives training, supervision and is directly accountable to the Division Accounting Supervisor on all accounting and financial policies and procedures described in Function A.

Has the authority and responsibilities to perform the following functions and tasks.

Function A: On-site Community accounting operations—is the primary recorder of income and expense information to computer and assists in training others to correctly operate the computer.

Is responsible to report to the Division Accounting Supervisor any discrepancies or deviations from company policies to Community accounting operations.

Tasks:

1. Posts rent, prepares and makes deposits daily.

2. Posts and balances Monthly Collection Report and confirms to Deposit Recap and NSF logs which are to be posted daily.

3. Pays Community level bills in accordance with company policy and dates established by Community Accounting and forwards cash disbursement journals to the Accounting Supervisor.

4. Prepares and maintains purchase order log, Community repairs and capital improvement items on Community improvement log and utility log.

5. Verifies that invoices paid correspond to P.O.’s issued and submits monthly reports to the Accounting Supervisor and Manager of outstanding P.O.’s in excess of 60 days.

6. Updates and posts security deposits and control.

7. Verifies that information on move-in on renewal leases agree with information inputted to the computer.

8. General maintenance and filing of Community records.

Function B: It is understood that the size or complexity of a Community may dictate different job duties. Consequently, the Community Assistant may be requested to assist others in the completion of the following tasks. The On-Site Manager will indicate additional duties by circling any or all of the following:

1. Lease and renew apartments and ensure that all appropriate forms related to these leases are completed.

2. Maintain and/or schedule rent ready operations on all vacancies in order to maintain an inventory of rent ready apartments sufficient for one week’s leasing activity. Also ensure that there is no more than (3) days in completely turning a apartment.

3. Responds to and handles resident complaints in a prompt, courteous and efficient manner.

4. Take, issue and maintain log of work orders.

5. Record notices to vacate; interview resident to determine reason for vacating.

6. Verify applications.

7. Review move-in and move-out logs for accuracy.

8. Prepare lease renewals and rental increase notices.

9. Deliver renewal and increase notices.

10. Inspect apartment homes prior to move-in.

11. Inspect apartments with new resident and complete appropriate forms.

12. Perform all functions relating to collections, NSF’s, warrant process and evictions.

Qualifications:

High School education. Prior accounting experience including payables and journal entries. 10-key and data entry background.

SUBJECT: JOB DESCRIPTION, ASSISTANT MANAGER/BOOKKEEPER

1) The posting of all rental collections and other moneys. Cash is to post daily. Bank deposits are to be made daily and deposit amounts are to be telephoned to the accounting department (corporate office) before 3 p.m. each day.

2) The preparation of late rent notices to residents, in accordance with Company policy.

3) The preparation of Community Delinquent Reports.

4) The completion of move-out forms, showing deposit refunds or forfeitures.

5) The collection and posting of all NSF checks.

6) The ability to keep the Community Manager totally informed of the Community’s collection status and the ability to assume the Community Manager’s job requirements when the Community Manager is absent. Assumption of the Community Manager’s job on a temporary basis includes, but is not limited to, the following responsibilities:

a) Complete knowledge of the system by which vacant apartments are made market-ready or are made ready for move-in;

b) Complete knowledge of the Community’s work scheduling system;

c) Complete knowledge of the payroll system;

d) Complete knowledge of the grounds maintenance;

e) Complete knowledge of the purchase requisition system;

f) Capability to organize or oversee resident services such as the on-going maintenance system or scheduled social activities;

Capability to maintain all resident services and public relations as necessary for resident security, safety, and good will.

