POSITION DESCRIPTION – GROWTH PORTFOLIO MANAGER

Revised 8/4/2010
This role combines elements from all four Divisions of prorentals.com.au (Property Management, New Business, Leasing, and Administration) in order to proactively manage and grow a defined portfolio of properties with the goal of achieving a portfolio of 200 properties.
Conduct

The Growth Portfolio Manager will, at all times, conduct themselves so as to promote and enhance the reputation of prorentals.com.au.

The Growth Portfolio Manager will, at all times, for all associates of prorentals.com.au (such as fellow team members, owners, tenants, tradespeople, referral sources etc.):

· treat with dignity and respect.
· establish and maintain good working relationships.
· demonstrate a high standard of honesty. 

Attitude of Responsibility

The Growth Portfolio Manager is encouraged to cultivate an attitude of “responsibility” for the outcomes of their portfolio.  Although the Growth Portfolio Manager can draw upon the services of other divisions (for example, leasing to help them rent their properties, and Administration to help them collect rent etc), the Growth Portfolio Manager remains ultimately responsible for the service delivery on their properties, including when their portfolio is being “covered”.
Induction Period

During the first 3-months, the employee will spend a minimum of one week in each Division of prorentals.com.au in order to gain an all-round perspective of the prorentals.com.au business.  The employee must pass an Induction Checklist from each Division before moving on to the next Division. The employee will not be added to the New Business rosters or permitted to take on any New Business properties until they have successfully completed all Induction Checklists.
Structural Review Date

This Position Description is subject to an annual review, typically before June, at which time changes may be made to this Position Description.

Pre-Requirements

Before commencing employment the Growth Portfolio Manager will be required to provide evidence of the following:

Registration Certificate:

The Growth Portfolio Manager is required to obtain and maintain at their cost a Registration Certificate as a Real Estate Salesperson from the Queensland Government Office of Fair Trading - see www.fairtrading.qld.gov.au
The qualifications required for a Registration Certificate can be obtained by completing a course at their cost at a recognised training provider, for example the Real Estate Institute of Queensland - see www.reiq.com.au

A current Registration Certificate must be supplied to the employer for display.
Car:

The Growth Portfolio Manager is required to have and maintain a suitable motor vehicle for their sole use and an appropriate driver’s licence.  Loss of driver’s licence may result in termination of employment.  The GPM will ensure that the motor vehicle is maintained in good mechanical condition and is fully operational (including a current UBD/’SatNav’) and is available every day of their employment.

The Growth Portfolio Manager acknowledges that they are receiving a suitable car allowance as a component of their salary package.

As per Clause 11.1(d) of the REIQ Employment Agreement for Property Managers, the Growth Portfolio Manager will be required to provide proof that their car is insured for business purposes.

Subject to availability, they will be offered a car park the cost of which will be subsidised to the value of “50% of an upper deck/outside park” by the employer.

Mobile Phone:

The Growth Portfolio Manager is required to have a fully operational mobile phone including voicemail, keep it charged, carry it with them when leaving the office, check their voicemails, with a hands free capability, and answer when called.

The mobile phone number must not be issued to owners / tenants, by either the employee or any other employees of the company.

All business-related call charges will be reimbursed in full by prorentals.com.au upon submission of the mobile phone account with the business-related calls highlighted and totalled.

Direct Supervisor

The Growth Portfolio Manager reports to, and is supervised by, the Director of Property Management.

Performance Reviews

The Growth Portfolio Manager will be required to attend a regular formal performance review where their execution of the Functions and Key Performance Indicators will be evaluated.

These reviews will be held at the end of each month during probation and approximately annually after probation.

The Growth Portfolio Manager will also receive informal feedback on a weekly basis via their “cube meeting” with the Director of Property Management.

Real Estate Industry Award
The Growth Portfolio Manager will be employed under the Real Estate Industry Award 2010 - Federal (the Award) as a “Property Management Representative”.

A copy of the Award, the National Employment Standards (NES), and a Fair Work Information Statement can be obtained from www.psaq.com.au. 

The Award defines the role of a Property Management Representative as:

“The management of a portfolio of properties under limited supervision while being responsible and accountable for their work under the direction of a Property Management Supervisor”

The Award provides the following as indicative tasks of a Property Management Representative:

“Prospect and secure new managements, complete tenancy documents, organise repairs, manage arrears, process tenancy applications, etc”
Monthly Performance Reports / Monthly Compliance Checklist

The Growth Portfolio Manager will provide in the requested format a report on the day EOM processing is completed.  It is anticipated the format of these reports will evolve over time.

Dress Standards

Suitable business attire to the satisfaction of the Director of Property Management.

Annual Remuneration Package: Between $50,000 and $125,000
There are two remuneration packages in place (PART 1 and PART 2), depending on the size of the portfolio being managed.  Generally, a Growth Portfolio Manager will start with a small number of properties which we refer to as “non-system” and then switch to “full system” once the portfolio has grown to the required size.

PART 1: “Non-system” GPM

The size of the initial portfolio will depend upon the employees’ previous experience and the availability of properties for allocation.

Even if the size of the initial portfolio is zero, the employee is still guaranteed to earn the minimum Award rate being $617.88 per week plus a car allowance of $195 per week which equates to $42,269 plus superannuation. This amount is called the “Guaranteed Base”.
The “non-system” employee can also earn 10% of the lease renewals fees net of GST generated by their portfolio and 100% of the fees net of GST in excess of $60.00 which are charged to an owner for Small Claims Tribunal preparation and representation.

This structure is illustrated in the following table:

	Award per Week
	Component
	Award Per Year

	617.88*
	Base Salary
	32,129

	195
	Car Allowance
	10,140 (maximum)

	N/A
	Lease Renewals
	1,000 (estimated)

	211.38*
	Saturday (9am to 5pm)
	3,593 (based on 1 in 3)

	48.78
	Peak Season Hours
	829 (based on 4 months)

	
	Superannuation
	4,292

	
	Total
	51,983


* The rates will be slightly higher in the peak season months as a result of the later finishes during the week.
PART 2: “Full System” GPM
Once the portfolio has grown to a sustainable size (approximately 100 properties) the employee will be entitled to receive a bonus.  Under this structure, referred to as the “Full System”, the total remuneration is linked to the number of properties in the portfolio and earnings of $125,000+ per annum are being achieved.
The total remuneration is equivalent to 30% of the fees
 generated by the portfolio for those properties listed by the Growth Portfolio Manager.

The “full-system” employee is also entitled to 100% of the fees net of GST in excess of $60.00 which are charged to an owner for Small Claims Tribunal preparation and representation.

	Award per Week
	Component
	Award Per Year

	617.88*
	Base Salary
	32,129

	195
	Car Allowance
	10,140 (maximum)

	N/A
	Lease Renewals
	Actual

	211.38*
	Saturday (9am to 5pm)
	3,593 (based on 1 in 3)

	48.78
	Peak Season Hours
	829 (based on 4 months)

	
	Superannuation
	4,202

	
	Total
	50,893


* The rates will be slightly higher in the peak season months as a result of the later finishes during the week.

The average income per property per Property Manager is $504 per year (this is calculated based on average weekly rent of $420 per week and an average fee of 7.7% + GST for 52 weeks equals $1,681 average annual gross management fees at 30% equals $504).
	Number of Properties
	30% of Portfolio Income
	Award Guarantee
	Bonus
	Total Annual Package

	0
	0
	50,893
	0
	50,893

	101
	50,904
	50,893
	11
	50,904

	150
	75,600
	50,893
	24,707
	75,600

	200
	100,800
	50,893
	49,907
	100,800


Deductions from the total remuneration will include: PAYG tax, statutory superannuation (subject to minimum Award requirements), and car parking (if elected).  If these deductions are increased or decreased by the Government / Lessor then the gross pay will remain the same and the net pay will be adjusted accordingly.

The bonus will be paid within seven business days after the completion of end-of-month processing.

All “Full System” employees must be able to act as a “Saturday Commander” when required.

All “Full System” employees must submit a monthly “Compliance Checklist” to the Director of Property Management prior to end of month payroll processing or the rating will be an automatic “fail”.
Bonus for PART 2: Less Saturdays and Less Reception

If the employee receives two consecutive monthly “pass marks” from the Director of Property Management for their “Compliance Checklist”, then the employee is granted one of their rostered Saturday’s off (excluding Saturday’s in January, February and July).
If the employee receives 10 out of 12 monthly “pass marks” from the Director of Property Management for their “Compliance Checklist” up to an including October, then the employee will not form part of the “downstairs reception coverage” during the peak season.
Days / Hours of Work

As required to complete the job functions, but as a minimum:

Monday, Wednesday, Thursday, Friday 9am to 5.30pm
Tuesday 8.30am to 5.30pm (8.30 training session)
Less 1 hour lunch each day equals 38 hours per week.
March, April, May, June, August, September, October, and November.
Monday to Friday 9am to 6pm (less 1 hour lunch = 40 hour week)

In January, February, July, and December.

Rostered Saturdays: A maximum of 17 per year from 9am to 5pm
START OF DAY: The Growth Portfolio Manager is required to start each day in the office to change their voicemail greeting, check their voice / email messages and deal with any urgent matters before they leave the office on inspections i.e. the Growth Portfolio Manager cannot go directly from their home to an appointment without first visiting the office before 9am.

END OF DAY: If the Growth Portfolio Manager leaves the office before 5pm they must return that same day to the office to check on the status of their portfolio.  The Growth Portfolio Manager must change their voicemail greeting at the end of each day.
NOTE 1: When a Growth Portfolio Manager is working a rostered Saturday they will most likely be required to show properties to prospective tenants using their own vehicle and they acknowledge that they are receiving a suitable car allowance as a component of their salary package.  However, a fuel allowance can be claimed under the following circumstances:

· Fixed Amount of Fuel Allowance: $30
· Minimum Number of Open House Inspections: 7 within a 24 hour period

· The Open House Inspections must be approved by the Director of Leasing
· This Fuel Allowance is designed specifically for the situation where the Director of Leasing sets a full inspection run on a Saturday which has to be completed by a GPM using their own vehicle.

NOTE 2:  When a Growth Portfolio Manager is working a rostered Saturday they form part of the Leasing and New Business Team and can only perform property management tasks on their portfolio if approved by the senior staff member in charge.

NOTE 3: In the peak season months of January and February the property manager will probably need to put in additional hours/days to complete the required tasks.
NOTE 4: The Growth Portfolio Manager must ensure there are always 2 x Portfolio Managers per Saturday Team “on duty in the office” during business hours by co-ordinating their out-of-office trips, as well as lunch breaks (including breaks taken in the office).
NOTE 5: If a Growth Portfolio Manager is going to be absent from the office during business hours for a short period and arranges for coverage from another property manager then the Growth Portfolio Manager should email their Saturday Team (not the whole office) of their departure and who is covering their portfolio.
NOTE 6: If a full system GPM receives two consecutive monthly “pass marks” from the Director of Property Management for their “Compliance Checklist”, then the employee is granted one of their rostered Saturday’s off (excluding Saturday’s in January, February & July).

NOTE 7: The Growth Portfolio Manager who is the designated Saturday Commander must arrive at the office at 8.30am and be downstairs with all the necessary items (collections tray etc) no later than 8.45am 
Annual Leave Entitlement: 4 x Weeks
The Growth Portfolio Manager is granted four weeks annual leave at the rate of:

1. When they are NOT on the “Full System” - their Base Salary (excluding car allowances, Saturdays etc) plus 17.5% leave loading.
or;

2. When they are on the “Full System” - 50% of the ("management fee + rent collection fee" net of GST) “Full System” income plus 100% of other “Full System” entitlements such as lease renewals etc (but no less than the amount at Point 1)
NOTE 1: If under the “Full System” method the Property Manager would earn less than their “Base Salary” then they will be paid their “Base Salary” while on annual leave.
NOTE 2: The Property Manager remains responsible for events that occur in their portfolio while on leave and should take whatever steps they consider necessary to avoid errors occurring in their absence.

Examples of Income Adjustments for Holiday and Sick Leave

In this example, PM1 has a large portfolio and is on the “Full System”, PM2 has a medium portfolio and is on the “Full System” but earns less than double the Guaranteed Award Base, and PM3 has a small portfolio and earns the Guaranteed Award Base. 
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The following conditions apply to Annual Leave;

· Annual Leave can only be taken in the "off-season" months of March / April / May / August / September / October / November.  There is a limited entitlement to holidays in June and December as follows:
1. The employee is granted a maximum of 2 days annual leave to be subtracted from their available annual leave entitlements.

2. If the employee takes their maximum entitlement of 2 days, the days must not be consecutive.

3. The employee can only take the entitlement on a Tuesday, Wednesday, or a Thursday.

4. The December Holiday Entitlement can only be taken up to the 23rd December, i.e. no holidays can be taken on Christmas Eve or the period between Christmas and New Years Day holidays.

5. All other conditions of Annual Leave apply, such as finding a person to cover and submitting your request to the Director of Property Management for approval.

· It is preferred that Annual Leave is not taken during the first 12-months of employment, except where such leave was approved prior to commencing employment or where there are exceptional circumstances. Leave entitlements will still be accrued during the first 12-months. 
· When on Annual Leave, the employee is not entitled to a car allowance.
· If the Growth Portfolio Manager is rostered on to work a Saturday during their annual leave, then the Growth Portfolio Manager must arrange for a swap in the roster i.e. the Growth Portfolio Manager would make up for this Saturday either before or after their annual leave period.

· In the event of two or more Portfolio Managers requesting overlapping leave, or for leave outside the above months, such requests must be emailed to the Director of Property Management for consideration.

· In the event of overlapping leave, consideration will be given to the first GPM to lodge a request.

· If a GPM #1 is covering for GPM #2, then GPM #1 cannot take annual leave at the same time that GPM #2 is on leave.
· If you are covering a portfolio for a GPM that has left prorentals.com.au, and if you are on the Full System, then you receive 100% of full system income not the usual 50%.

· The Growth Portfolio Manager must supply the Director of Property Management with a completed “Application for Leave” form. The Director of Property Management will then process the application. The Growth Portfolio Manager should not commit to any travel arrangements prior to receiving written approval from the Director of Property Management. Please note the Property Manager remains responsible for events that occur in their portfolio while on leave and should take whatever steps they consider necessary to avoid errors occurring in their absence.
· If the Growth Portfolio Manager does not obtain approval prior to taking leave then the time away will be allocated as “leave without pay” and they will receive an automatic “fail” on the monthly “Compliance Checklist”.
· If the duration of the Annual Leave will exceed 5 working days, the Director of Property Management reserve the right to appoint a Holiday Relief Officer.

· Prior to departure on annual leave the Growth Portfolio Manager will email everyone in the office their departure and return dates, emergency contact details, the name of the Portfolio Manager(s) that will be responsible for the portfolio, a summary list of the tasks which may require action while away, a list of all the new managements they currently have listed and what will happen if they require action during their holidays, and complete the “Pre-Holiday Checklist.”
· If agreement cannot be reached among the Portfolio Managers on the allocation of the portfolio during Annual Leave, then an allocation will be made at the sole discretion of Director of Property Management.

· A Growth Portfolio Manager not on the “Full System” is likely to be the first picked to cover other portfolios in order to gain experience at managing larger portfolios, but as they are not on the “Full System” they will receive no extra pay.
· The Growth Portfolio Manager must supply to the Payroll Officer prior to EOM payroll processing a summary of any holiday adjustments for the month; otherwise the adjustments will be lost.

· Any “new managements” will most likely be allocated to other Portfolio Managers during the Annual Leave period, including properties for which the Portfolio Manager did the listing, unless the Portfolio Manager makes prior arrangements with another Portfolio Manager.
· The Growth Portfolio Manager cannot take more annual leave then what they have accrued, however the Growth Portfolio Manager can apply for “leave without pay”.
· Upon ceasing employment with prorentals.com.au, all of the Growth Portfolio Manager’s unused annual leave will be paid out as per the applicable method 1 or 2 from above (in the case of 2, it will be 50% of the average of the 12 x previous months’ income).  Any outstanding contributions towards errors or the service guarantee will be deducted from the unused leave, which could result in a payment required from the employee.
· Payout of Annual Leave - please note the following advice received from REEA on 19/7/2007:

“Annual leave cannot be paid out unless employee physically takes the leave, or is paid out on termination of employment”
Personal Leave Entitlement: 10 x Days
The Growth Portfolio Manager is granted ten days personal leave per year cumulative.
For sick leave, the Growth Portfolio Manager must supply the Director of Property Management with a completed “Application for Leave” form. The Director of Property Management will then process the application. This leave is paid using the same calculation method as for Annual Leave (either 1 (no leave loading is applicable) or 2 from above). For unplanned sick leave the Growth Portfolio Manager should complete an “Application for Leave” form on their first day upon returning to work.
If no Medical Certificate is provided, or if the Growth Portfolio Manager does not have any accumulated sick leave then the time away will be allocated as “leave without pay”.

A Medical Certificate is not required if the Growth Portfolio Manager arrives on time and leaves the office after 1pm and returns on time the next day, but the time away still counts as sick leave.

For all other types of personal leave, the Growth Portfolio Manager must supply the Director of Property Management with a completed “Application for Leave” form. The Director of Property Management will then process the application. For unplanned personal leave the Growth Portfolio Manager should complete an “Application for Leave” form on their first day upon returning to work.
The Growth Portfolio Manager must notify the Director of Property Management if they are unable to attend work.  They must lodge the notification before 9am and do so by calling the Director of Property Management’s direct phone line (not by SMS or mobile message).
The Growth Portfolio Manager must supply to the Payroll Officer prior to EOM payroll processing a summary of any personal leave adjustments for the month; otherwise the adjustments will be lost.

If a Growth Portfolio Manager fails to submit an “Application for Leave” form to the Director of Property Management they will receive an automatic fail on their monthly “Compliance Checklist”.

Key Attributes

Attitude of “responsibility” and “honesty”
Written and verbal communication

Organisation, accuracy and efficiency

People and sales skills

Team focus

Ability to prioritise tasks, complete them on time and follow them up as required
Basic computer skills - use of email, MS Office, digital camera etc.

Ability to follow instructions
Preparation for Peak Season

As of 9am on the 1st business day in December, the Growth Portfolio Manager must have their portfolio in the condition as specified in the “Preparation for Peak Season Checklist”.

If a Growth Portfolio Manager fails to submit their “Preparation for Peak Season Checklist” to the Director of Property Management by the 1st business day in December they will receive an automatic fail on their November monthly “Compliance Checklist”. Should it not be submitted by the 1st business day in January then they will fail the December “Compliance Checklist”. Should it not be submitted by the 1st business day in February then they will fail the January “Compliance Checklist” and a Formal Warning will be issued.

During the Peak Season of December, January and February, the Growth Portfolio Manager will be rostered to work in a New Business / Leasing support role, usually in the form of 2 x half-days per week. In addition to a reception roster, it is anticipated that during this time the Growth Portfolio Manager will be given an inspection run of their own properties to show.
NOTE:  If the Growth Portfolio Manager is on the “Full System” then they have the opportunity to avoid this “peak season roster” by receiving 10 out of 12 monthly “pass marks” from the Director of Property Management for their “Compliance Checklist” up to and including October. 

Application Processing
The Growth Portfolio Manager must process all their own applications until they switch to the “Full System”. Once on the “Full System”, the GPM only needs to process the “Change of tenants / approved occupant” applications.

The Growth Portfolio Manager acknowledges that application processing is a time critical function and they will contact the owner within 4 business hrs of receipt of the application, contact the tenant every business day, and contact the owner within 4 business hrs of the completion of the application processing.

Team Environment:
The Growth Portfolio Manager is required to function as part of the prorentals.com.au team and may be required to provide support for other team members for example: training (both informally on a daily basis and by conducting formal training sessions), assistance with mid-month and end-of-month disbursements, leasing activities, and generally covering the absence of other team members.

If the Growth Portfolio Manager is placed on a roster i.e. Saturday roster or Reception roster and they are unable to complete the allocated time then prior to making a request to the Director for a swap they will find another team member to make the swap with.  

By focusing on their individual tasks and not becoming distracted with wider office issues, the Growth Portfolio Manager can maximise their contribution to the team.
Portfolio Additions or Subtractions:

The properties allocated to the GPM’s portfolio will be determined by several factors including: the performance of the Growth Portfolio Manager against the KPIs, the owner, the property etc but the allocation will be at the sole discretion of the Director of Property Management.

Should the Growth Portfolio Manager be issued with 2 x Formal Warnings, then every subsequent Formal Warning will result in properties from their portfolio being allocated to another Property Manager.  Each time, the properties will be selected at the sole discretion of the Director of Property Management.

Portfolio growth beyond 200 properties is subject to email approval by the Director of Property Management.

Systems

Property Management is a systems-orientated business and the Growth Portfolio Manager will be required to follow the procedures and systems of the office.  They must be familiar with the contents of the STAFF ONLY section of the internal website at all times.

Contribution towards Errors

If a Growth Portfolio Manager on the “Full System”, while acting on behalf of prorentals.com.au, makes an avoidable error and such error incurs a cost for prorentals.com.au then the cost will be deducted from the gross portfolio fees i.e. the Growth Portfolio Manager will effectively pay 30% of the actual cost.  This is capped at a maximum of 30% of the applicable insurance excess.

If it is established that the error occurred through “no fault” of the Growth Portfolio Manager then there will be no contribution.

If it is established that the loss was caused by deliberate or reckless action, then the Growth Portfolio Manager (regardless of if they are on the “Full System” or not) will be 100% liable for the loss, and a Formal Warning will be issued.

NOTE 1:  This contribution scale also applies to creditor accounts which are more than 90 days old based on invoice date or the date the Growth Portfolio Manager took over the management whichever is greater.  In the case of transferred managements the “no fault” test applies to the actions of the original property manager and in the event that fault is established only the 30% contribution is applicable but this can be waived by the Director of Property Management if they deem all reasonable efforts have been made.
NOTE 2:  The Property Manager remains responsible for events that occur in their portfolio while on leave and should take whatever steps they consider necessary to avoid errors occurring in their absence.  This includes recording detailed notes in Console so that errors are avoided during unplanned absences such as sick leave.
NOTE 3:  If the GPM is on the “Full System” when prorentals.com.au incurs the expense (settling the claim) then the GPM is required to contribute – regardless of if they were on the “Full System” when the avoidable error occurred - also regardless of if they are the current GPM of that property or not.
Contribution towards Service Guarantee

If a Growth Portfolio Manager on the “Full System”, while acting on behalf of prorentals.com.au, fails to deliver the service standards contained in the prorentals.com.au Service Guarantee then the cost of honouring the guarantee will be deducted from the gross portfolio fees i.e. the Growth Portfolio Manager will effectively pay 30% of the cost. The Property Manager remains responsible for events that occur in their portfolio while on leave and should take whatever steps they consider necessary to avoid errors occurring in their absence.
Roles within prorentals.com.au

The Growth Portfolio Manager will receive exposure to the following Divisional tasks within prorentals.com.au both during and after probation.
	New Business Division
	Leasing Division

	Responding to prospective owners who walk-in, telephone, or email. Preparing PAMD packs and rental appraisals. Telemarketing. Designing and implementing prospecting campaigns. Maintaining and locating referral sources
	Conducting open house inspections.  Writing property descriptions, taking photos, putting up For Rent signs.  Updating REACH. Selling Feature Listings.  Weekly updates to owners. Processing tenancy applications. Preparing tenancy documents.

	Administration Division
	Property Management Division

	Downloading of bank transactions, rent receipting, setting up owners and tenants in Console, holding deposits, filing, invoice entering, EOM collating and folding, postage book, reception coverage, outstanding accounts, disbursements, banking
	Organising keys and initial maintenance.  Getting applications approved. Preparing condition reports.  Arrears control, maintenance, routine inspections, owner and tenant communications, vacate inspections, bond refunds, tribunal appearances. 


NOTE 1:
While the Growth Portfolio Manager is not on the “Full System”, they may be required to spend one day per week in a Reception / Leasing role and perform other support duties.  This is in addition to the Peak Season leasing support roster.
Setting of Portfolio Fees

The Growth Portfolio Manager is encouraged to set the fees for the properties in their individual portfolios, subject to final email approval from the Director of New Business.

Equipment

The Growth Portfolio Manager will be provided with a digital camera, a carry bag/folder for onsite activities, plus shared access to a company laptop computer for condition reports.

Complaint Management
The Growth Portfolio Manager should take all steps to avoid generating complaints, by taking proactive steps to avoid conflict (such as returning calls/emails quickly etc) in keeping with their positive attitude of “responsibility”.

For those complaints that do arise, the Growth Portfolio Manager should inform the Director of Property Management and business owners of the complaint and keep them up to date with their progress towards a resolution.  After the Growth Portfolio Manager has notified the Director of Property Management and business owners of the existence of a complaint, they should have as their ultimate goal the resolution of the complaint without the direct intervention of the Director of Property Management or the business owners.

The Growth Portfolio Manager will at all times display a positive attitude, for example by thanking the person making the complaint for taking the time to help them improve their service delivery.

Sales Enquiry from Owners

The Growth Portfolio Manager must refer all sales enquiries to the New Business Manager so that the New Business Manager can ensure the lead is given to the appropriate prorentals.com.au sales partner.

If the prorentals.com.au sales partner is successful in listing and selling the property and pays prorentals.com.au the agreed referral fee, then the GPM will receive a $50 Coles Myer gift voucher courtesy of prorentals.com.au. The GPM earns this regardless of if they are on the full system or not.

However, if the GPM does the listing presentation and prorentals.com.au never gets to manage the property, but the GPM is successful in referring the owner to a prorentals.com.au sales partner via New Business then 30% of the sales referral fee received by prorentals.com.au will be distributed 50% to the GPM and 50% to the New Business team who each receive an equal share.  The GPM earns this regardless of if they are on the full system or not.
Gifts and Benefits
The Growth Portfolio Manager will not attempt to secure for their personal gain any gifts or benefits by referring prorentals.com.au clients to particular service providers.  For example, real estate salespeople, tradesmen, financial advisors etc. Any gifts must be advised to the other members of the prorentals.com.au team by email and shared if so requested as an acknowledgement of the team environment.
Potential Liability Claims

The Growth Portfolio Manager will immediately notify the Director of Property Management and business owners by email if they become aware of any event, omission or statement that could give rise to a future claim against prorentals.com.au, for example injury to any person at one of our managed properties.

Management Key Reconciliation

In the event where management keys are lost and leasing denies that they were responsible: 

If the property manager can demonstrate that they have completed a management key reconciliation on their portfolio on a monthly basis, the property manager will not be held responsible.
Not Permitted to Rent to Staff

In order to maintain independence and avoid any perceived conflict of interest, it is company policy that we will not rent to staff.

The Growth Portfolio Manager is not permitted to move into a prorentals.com.au managed property.

If the Growth Portfolio Manager moved into a prorentals.com.au property before the commencement of their employment, the owner must be notified immediately upon commencement of employment and the Growth Portfolio Manager must move out of the property at the end of their fixed term tenancy or with 2 months notice whichever is the greater.

If the Growth Portfolio Manager becomes aware of an application from a staff member for a prorentals.com.au property they must immediately notify the Director of Property Management.

Acknowledgement of Asset

The Growth Portfolio Manager acknowledges that the property management agreements in the name of prorentals.com.au are an asset of prorentals.com.au and the Growth Portfolio Manager will not manage these properties for another agent, nor at any time during or after employment induce, encourage or solicit any owner of a property managed by prorentals.com.au to change to another agent.

The Growth Portfolio Manager acknowledges that if, upon departure from employment with prorentals.com.au, they or another agent secures a sale listing which is a managed property of prorentals.com.au at the time of the sale listing, and the listing was obtained as a result of the owner relationship that the Growth Portfolio Manager formed at prorentals.com.au, then a referral fee equal to 25% + GST of the maximum PAMD Act sales commission schedule would be payable to prorentals.com.au upon settlement of the sale.
Information relating to any aspect of prorentals.com.au’s affairs, operations, activities, systems, plans, internal financial arrangements available to or accessed by you as a result of your employment must be treated as strictly confidential under all circumstances. Information or copies of information must not be removed from the premises except where your employment requires it and where you have been given consent. In the event your employment is terminated for any reason, upon termination of your employment you shall immediately deliver to prorentals.com.au all documents and materials which may be in your possession or control which relate in any way to the activities of prorentals.com.au or its related entities. 

Computer Usage Policy

The Growth Portfolio Manager will have access to email and the internet in the course of their employment, and shall ensure that at all times their use meets the ethical and social standard of the workplace. The use must not be illegal or contrary to the interests of prorentals.com.au. The Growth Portfolio Manager will at all times comply with the current published computer usage policy.
Relevant Legislation

The Growth Portfolio Manager as part of maintaining their professional knowledge base, will ensure that they remain up to date with all legislation and regulations relevant to property management, such as the Residential Tenancies and Rooming Accommodation Act, and the Property Agents and Motor Dealers Act etc.

Functions:  
Promotion of prorentals.com.au services to secure new managements, for example:

performing rental appraisals, designing and implementing prospecting campaigns, telemarketing, maintaining and locating referral sources, asking current owners if they have other investment properties, conducting listing appointments with walk-in or telephone enquires, vacant owner updates, etc.

Reception duties on a hierarchical basis i.e. answering the phone, servicing walk-in enquiry

Follow the procedures and systems of the office.

Proactive tenant and owner communication to minimise disputes and maintain a good and trusting working relationship.

Provide overall guidance to both the owner and the Leasing Team to ensure the property is successfully leased. Ensure you receive a weekly update from a Leasing Officer.  Final checking and approval of tenancy applications in association with the owner.

Preparation of Condition Reports and other sign-up documentation as required

Tenancy signup interviews

Routine Inspections and reports to owners

Arrears management tasks (for their own portfolio plus other portfolios as per roster) such as calls, emails, posting ledgers, issuing F11/F12, updating Console etc.

Maintenance co-ordination  (reported by tenant, sighted on inspection, routine, requested by owner etc..)

Vacating inspections and bond refunds

Dispute Resolution and Management including Tribunal representation

Negotiation of Lease Renewals including rental increases

Management of Insurance Claims

Forwarding copies of all complaints to the Director of Property Management, and keeping the Director of Property Management up to date with the progress of complaint resolution.

Secure sales referrals for properties which are being sold. 

Processing of all “Approved Occupant” applications for their portfolio.

Other tasks as directed by the Director of Property Management.

Key Performance Indicators:

Portfolio Size:

Achieve and maintain a portfolio of 200 properties

Portfolio Losses: 

1. Lose zero properties via “mismanagement”


2. Lose zero properties via “failure to let”

Arrears:


No more than 1% of tenants greater then 7 days





No more than 10% of all tenants
Routine Inspections:
Inspect each property at least 3 times in any 12-month period as per Clause 8.10 of the Essential Terms and Conditions of the PAMD Form 20a, or more frequently if so requested by the owner up to the maximum permitted under the Residential Tenancies and Rooming Accommodation Act.

Maintenance:
1. Seek approval from the owner before exceeding the amount specified on the owner's PAMD Form 20a Appointment of Agent at section 6.3

2.  Action maintenance items within 1 business day of request or receipt of owners' approval if required.

3.  Review on a monthly basis all outstanding work orders and fax a summary to tradesmen of all jobs outstanding for more then 30 days and note these on the EOM report.

4.  No outstanding accounts greater then 3-months.

Vacate Inspections:

Within 1 business day of tenant returning the keys

Bonds refunded/claimed: 
Same day as vacate inspection (either a refund or preliminary claim).  Preliminary claims then to be finalised within 1 business day of receipt of the last tradesman invoice.
Lease Renewals:
Have 95% of all tenancies on fixed-terms and written authority from every owner with a periodic tenancy.

Ensure all lease renewal paperwork is sent prior to the final date for each stage as specified in the lease renewal procedure.

Bond Variance:
Have four weeks bond at the current rental rate held at the RTA for 95% of all tenancies. 

Tenant Email Addresses:
Have current email addresses recorded in Console for 90% of all tenants.

Owner Email Addresses:
Have current email addresses recorded in Console for 90% of all owners.

Listing Kit:


Maintain at all times an up to date listing kit.

REACH Database:
All properties to have photos and descriptions current as of the last vacancy, and maintain routine inspections and lease renewals.

Sales referrals:

Secure 25% of owner sales enquires.

Owner / Tenant referrals:
Receive 5 x properties per year 

Compliments:
Receive 10 x written compliments per year from owners or tenants. 

Annual Reviews:
Make 20 x proactive "Annual Review" calls each month to current owners, with the addresses noted on the EOM report.

Complaints:
Receive zero external formal complaints.

Formal Warning:
Receive zero internal Formal Warnings.

Workspace:
Maintain at all times a clean and tidy workspace with all items sorted and folders / trays labelled. Keep bin free of spills/stains and empty office bins on request.
Saturday Evaluation:
Achieve a rating of at least 7 out of 10 from the senior staff member on duty.
Leasing Reports:
Complete the inspection reports form by 10am the next business day.

Start Time:
Be seated at your desk on or before the start time 95% of the time.

Voicemail Greeting:
Have the correct voicemail greeting every time it is tested.

Enquiry Forms:
Lodge prior to the EOM close a New Business Enquiry Form for every lead received during the month.

Applications:
Contact the owner within 4 business hours of receipt, contact the tenant every business day, and contact the owner within 4 business hours of the completion of the application processing.
Cube Time:
Attend 100% of scheduled cube review meetings.

TTT Sessions:
Attend 75% of scheduled TTT, regardless of annual leave or sick leave.

Tenant Deposits:
Have no uncleared tenant deposits (such as overpaid rent, unallocated bond refunds etc) greater than 60 days.

VAPs to Leasing:
Ensure that the Director of Leasing has received a Vacancy Action Plan for each of the Property Manager’s properties which are on the vacancy list.

Owner Updates:
Complete 100% of owner updates each week

Owner Documents:
Ensure each owner has received a copy of the current tenancy agreement and condition report relating to their property. 

Monthly Checklist:
Submit on time each month a completed checklist

Key Reconciliation:
Complete a monthly reconciliation of your management keys

Smoke Alarms:
Ensure all Smoke Alarms are tested within the legislated time window.

Electronic Filing:
Ensure all electronic filing tasks for their portfolio are completed within one month of the document being ready to be filed, and ensure that all electronic documents are appropriate for external release.

Phone Answering:
Answer the phone as per any quotas instructed by the Director of Property Management.

What I Am Paid While On Leave





Paid To Cover








� "fees" are deemed to be the "management fee + rent collection fee" net of GST as specified on the PAMD form, plus lease renewal fees, inspection fees, and court fees. All other fees/commissions are excluded i.e. let fees, statement fees, sale referrals etc.








I have read and understand these conditions.  Signed and dated by Employee:
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