
Job Description: 

Property Administrator 

Primary Purpose of the Job 

To carry out administrative duties and liaise with tenants to ensure a timely and responsive property 
administration service. 

Key Performance Areas (KPA’s) 

 To ensure tenant and lease information is correctly captured on MDA.
 To ensure tenants are billed in accordance with their lease agreements and statements are

distributed timeously.
 To maximise the recovery of utility and other municipal charges through monitoring of leases to

establish which expenses are recoverable and taking steps to recover utilities, municipal
charges and any other operating expenses as provided for in the lease agreement.

 To capture monthly turnover figures and source and bill annual turnover.
 To ensure tenant satisfaction through resolving tenant queries timeously and effectively.
 To provide comprehensive reports (supported with hands-on knowledge) regarding but not

limited to variance reports, tenancy movements and lease information.
 Maintaining a comprehensive and up-to-date database of tenant information.
 To conduct effective control of physical and electronic tenant information and supporting

documentation

The above duties are the main duties required to be successful in this role, however, the employee can be requested 
to perform other duties and responsibilities from time to time during his/her employment with the company, based 
on its operational requirements. The job title does not define or restrict the employment relationship and it is required 
within reason that the employee avail him-/herself to undertake other work at the request of the company. 



Job Specific Requirements 

Job Knowledge: 
 MDA property management system knowledge (desirable)
 Good understanding of property administration and leasing
 Understanding of financial accounting

Job Related Skills: 
 General administrative skills
 Conflict and dispute resolution with tenants
 Creating journal entries
 General computer proficiency (Intermediate level) (MDA - desirable)
 Time management skills
 Written and oral communication skills

Job Experience: 
 Minimum of 2-3 years property administrative experience

Education: 

 Grade 12 (essential)
 Administrative, property, auditing or accounting oriented tertiary qualification (desirable)

Competency Requirements: 

Essential 
 Analysing
 Delivering Results and Meeting Customer Expectations
 Writing and Reporting
 Following Instructions and Procedures
 Working with People
 Coping with Pressures and Setbacks
 Adapting and Responding to Change
 Planning and Organising
 Adhering to Principles and Values



Desirable 
 Relating and Networking
 Presenting and Communicating Information
 Persuading and Influencing
 Applying Expertise and Technology




