
JOB-OPPORTUNITY 
2018 - 44 

 
Title:   Receptionist/Administrative Assistant 
Location:  32 Akerley Blvd. Office, Dartmouth  NS  B3B 1N1 
Reporting To: Property Manager 
 
Duties & Responsibilities: 
 
The Receptionist/Administrative Assistant reports to the Property Manager and will provide administrative 
support for the property management team. Main duties include: 
 

 Be the first point of contact for phone calls and walk-in inquiries and refer to appropriate team 
members. 

 Provide general administrative and clerical support including mailing, scanning, faxing, filing, and 
copying for the management team. 

 Maintain electronic and hard copy filing system.  Open, sort and distribute incoming correspondence. 
 Maintain and update a comprehensive and accurate Tenant Contact list in Outlook. 
 Responsible for the collection and entry of tenant sales information and generate reports as required. 
 Timely collection of required Tenant Insurance Certificates. 
 CoOrdination of Reserved Parking program. 
 Assist in the preparation of regularly scheduled reports, bank deposits, rental letters and contracts, 

as required. 
 Prepare and modify documents including correspondence, reports, drafts, memos and Crisis Manual. 
 Coordinate the regular ordering of office supplies for Administrative office. 
 Other duties as assigned. 

 
Skills & Experience Required: 
 
The successful candidate will possess: 

 
 Minimum Grade 12 diploma or equivalent. Post-secondary diploma preferred.  
 Minimum of three years of administrative experience. 
 Well-developed time management, customer service and organizational skills. 
 Excellent communication and interpersonal skills. 
 Self-motivated, diplomatic and able to prioritize multiple projects. 
 Strong computer skills. Must be highly proficient in Microsoft Office applications. 

 
Additional Requirements 
 

 Must be able to provide clear criminal record check 
 
Due to the anticipated volume of responses, we will contact only those candidates who most closely match 
our requirements. 
 
If you or anyone that you know of, are interested in applying for this position, please forward your 
resume, quoting Job Opportunity Number by July 30th, 2018 to: 
 
    Marsha Kelbratowski 
    Cushman & Wakefield Asset Services Inc. 
    103 – 32 Akerley Boulevard 
    Dartmouth  NS  B3B 1N1 
    Email:  marsha.kelbratowski@cushwake.com 
    

 


