
Our innovative and growing company is looking for a community assistant. To join
our growing team, please review the list of responsibilities and qualifications.

Responsibilities for community assistant

Take client calls and manage work order process, vendors, and client issues
and follows up on all complaints/issues
Coordinate and assist in monitoring Club Room reservations, architectural
requests, and deliveries
Manage technical system, including access and camera management
software, and perform general IT functions as needed
Ensure "move-in/move-out" procedures are properly observed by all
residents and work closely with the moving coordinator to provide all
necessary accommodations to new or departing residents
Oversee accounts payable including coding of invoices
Work collaboratively with General Manager on any special requests,
administrative work, mailings, special projects
Respond to emergency situations in a timely, calm and efficient manner
Oversee petty cash and accept payments for miscellaneous items such as
access cards and clubhouse rentals
Carry out policies and procedures of the customer and FirstService
Residential concerning safety, administrative requirements, standards,
practices and work methods
Act as backup when General Manager is on vacation, sick days, or out of
office

Qualifications for community assistant

Must be able and willing to work a variety of hours in order to meet the
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Must be able to complete CPR and AED Red Cross certification and Alcohol
Awareness Training within 6 months of hire date
Duties of maintaining files and records, setting up for meetings, or
implementation of events will involve stooping, bending, lifting, and
grasping, pushing, pulling, or otherwise moving objects weighing as much as
45 lbs
Knowledge of Microsoft Office products (Word, Excel, Outlook, ) at a
proficient level with the ability to quickly learn new software programs
Take client calls and manage work order process, vendors, and client issues
Produce requested reports for board packets in a clean, orderly, and
professional fashion


