JOB DESCRIPTION

JOB TITLE:


BOOKKEEPER

COMPANY:


American Property Management, Inc.

SUPERVISOR:

RESIDENT MANAGER

STATUS:


NON-EXEMPT

HIRE DATE:

EMPLOYEE:

Job Summary:

· Work under the supervision of the Resident Manager and directly with the Property Accountant, at the Bellevue office.  Be a valuable team member within all phases of the accounting operations; including but not limited to, the general administration.  At all times follow American Property Management, Inc. Company policies and procedures. 

 Job Duties and Responsibilities:

· The dress code will be in professional business attire at all times.

· The Bookkeeper will be scheduled to work on days determined by the Resident Manager.

· Maintain courteous communication with residents, applicants, and vendors.

· Adhere to all company policies and procedures per the Operations Manual.

· Make bank deposits daily. All deposits should be faxed to Bellevue by the end of the day with validated deposit slips.

· Maintain delinquent accounts; send late notices when necessary.  All delinquent rent must be issued a three (3) day pay or vacate notice and turned to evictions within the deadlines detailed by the Resident Manager.

· Perform accurate and timely input of property accounting activities into One-Site Property Management software, as well as, the daily occupancy and delinquent reports.

· Provide current status on Property regarding vacancies, move-ins and turn over of units as well as all property business, for review by the Resident Manager.

· Conduct all items relating to move-ins and move-outs within 24 hours. If a weekend is involved within 48 hrs.

· Assist in the maintenance of resident files, as directed by the Resident Manager.

· Work within the established budgets and follow through the PO policy process.

· POs are required on all purchases, before purchasing.  Maintain the purchase order drawer by keeping records of all outstanding purchase orders in an A-Z file.  Once service tickets/packing slips, are received match P.O. to delivery tickets, verify proper G/L coding, verify for accuracy, resolve any discrepancies and forward your complete package to your property accountant with your weekly package. 

·  Send weekly packages to your Property Accountant at least twice weekly.

· Adhere to timely reporting of reports and/or information due to the Corporate office weekly. 

· Help Resident Manager complete the monthly 30-Day Operations plan and turn in to the Regional Manager by the 20th of each month.

· Report all accidents and emergency situations to the Resident Manager immediately, prepare proper reports.

· Inform Resident Manager of any resident or reporting issues requiring attention.

· Assist in answering telephones, setting appointments when necessary.

· Any other duties assigned by your Resident Manager or other management personnel from the Home Office.

ORGANIZATIONAL RELATIONSHIPS

Work directly under the supervision of the Resident Manager, for all phases of the accounting operations of the property. 
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