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Position: Leasing Assistant - Contract  
Location:  Victoria, British Columbia 
 
About BOSA: 
The story of the Bosa Family Companies is one of entrepreneurship, commitment and a passion for 
construction that began over 50 years ago. The wholly-integrated, family-run company is backed by a 
longstanding history of excellence in development, contracting, and asset-management, making it one of 
Canada’s most respected privately-owned brands. With an uncompromising commitment to quality 
construction and innovative design, the Bosa Family Companies – through its subsidiaries, Bosa Properties 
and BlueSky Properties – has cemented its reputation as one of the British Columbia’s top developers, 
and boasts an extensive portfolio of residential, commercial, industrial and mixed-use urban properties. 
 
Bosa is proud to have been named an Aon Best Employer for 2016 and 2017, ranking among the top 1/4 
of all Canadian employers based on engagement, leadership, performance culture and employment 
brand. 
 
About the Role: 
The primary function of this contract position is to assist the Residential Leasing Team and the building 
management team in the successful launch of our newest 207 suite rental building in downtown Victoria. 
It may also include supporting the residential leasing activities of the other Bosa and Blue Sky Properties’ 
residential rental portfolio. Reporting to the Building manager, the Leasing assistant’s main responsibility 
is to provide the highest level of customer service to potential tenants’ by responding to inquiries in a 
timely manner and deliver a friendly and professional client experience at every interaction. 
 
Key responsibilities of the role include: 

- Support and facilitate a successful leasing process;  
- Manage the marketing of units by coordinating listings and showings; 
- Assess tenant and suite suitability; 
- Process applications and the execution of lease agreements;  
- Coordinate and oversee the collection of all leasing documentation;  
- Coordinate the collection of market intelligence and report it to the Building Manager.  

 
What you Bring: 
This opportunity is best suited for an individual who is an organized, self-starter that thrives on taking 
ownership of the task at hand. The ideal Leasing Assistant is someone who is proficient with 
administration, has an interest in marketing, and is looking to learn more about Residential Leasing in a 
fast-paced role. If you are a personable, friendly, customer-service oriented professional that excels at 
communication and is comfortable multi-tasking, then this role is a perfect opportunity for you.  
 
Our Must Haves: 

- Highly proficient in English communication, including writing, reading, and speaking  
- Highly proficient with Windows-based software and Microsoft Office (Excel, Word, Outlook);   
- Solid knowledge of the Residential Tenancy Act and Privacy Guidelines; 
- Experience with web-based software, such as Salesforce, Yardi, Salto Systems, Property 

Management software, Adobe and Docusign, and Certn, an asset. 
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Your Rewards: 
Our most important offering to anyone that joins the Bosa Properties team is our culture of innovation, 
achievement, and ownership.  We bring out the best in each other by constantly striving to be world class 
in all we do. These values are reflected in our Real Estate Projects, our Company, and our People.  
 
At Bosa, we also offer a very competitive compensation structure that supplements your regular income 
with a robust benefits package: 

• MSP, Medical and Dental Coverage: Our industry leading benefits package covers you and your 
dependents at no cost 

• Friends and Family Program: Early and exclusive access to our newly released projects 
• BOSAconnect™: Our annual development conference that is designed and hosted by our 

leadership and complemented by a range of world-class speakers and workshop experts. 
• Professional Development and Education Support 

 
How to Apply: 
Please submit an application by clicking here. We value your interest in the Bosa Family of Companies.  
While we can only respond to shortlisted applicants, we will keep your information on file and consider 
you for future opportunities as they come available. 

https://bosapropertiescareers-bfc.icims.com/jobs/1242/residential-leasing-assistant---contract/job

