
 
 
 
 
 
 
 
 
 
 
 
 

SHAPE MANAGEMENT 
 

604.681.2358 
info@shapeproperties.com 
shapeproperties.com 

2020 One Bentall Centre 
505 Burrard St., Box 206 
Vancouver, BC, Canada V7X 1M6 

Position: Property Accountant, Residential  

Department: Shape Management 

ABOUT SHAPE 

SHAPE is the real estate investment, development, and management company leading some of the largest and 
most exciting projects in North America. Through our fully integrated platform, SHAPE specializes in complete 
neighbourhoods with a top-calibre mix of shops, restaurants, residences, entertainment and a complete range of 
daily services with transit connected. With a thoughtful approach and continuous pursuit of innovation, we think 
differently to ensure our projects are relevant and dominant for the future of real estate. 

OVERVIEW 

Shape Management is seeking to hire a full-time Property Accountant, Residential. This individual will be reporting 
to the Director, Finance and Accounting and will provide accounting, software and administrative support for our 
growing portfolio of residential rental properties. Applicants for this position should be detail-oriented and self-
motivated and have the desire to work with a dynamic and fast paced Head Office team. 
 
Primary Responsibilities: 
 

 Preparation of bank reconciliations 

 Review and monitor accounts payable invoices for coding accuracy compared to budget 

 Monitor and track tenant security deposits/pet deposits and payment releases  

 Reconciliation of all balance sheet and income statement accounts in order to produce monthly financial 
statements 

 Month-end close processes for designated properties   

 Monitor and review monthly receivables for accuracy, adjustments or corrections 

 Preparation of EFT information for monthly rent collection 

 Apply tenant payments to account 

 Year-end budget preparation and coordination 

 Year-end financial statement support  

 Ensure rental notices are sent out to tenants for the coming year and rates are updated accordingly  

 Maintain accurate rent rolls for units, parking, storage etc.  

 Administration of NSF fee, fines, late fees  

 Research and answer resident manager’s questions regarding tenant statements, contracts etc.  

 Handling tenant inquiries when requested 

 Lease/tenant set up, review and activation in accounting system 

 Coordination, information gathering and support to the head office and onsite residential team  

 Point of contact for any Yardi Rent Café inquiries and ensuring the system is operating optimally at all 
times  

 Ensure tenant files are kept up to date, online documents are properly filled out and filed 

 Population and distribution of notices to resident manager when required 

 Other duties as assigned  
 



 
Working Conditions: 

SHAPE’s corporate office, located in downtown Vancouver, is where the successful candidate may expect a 
comfortable and collaborative work environment in a modern office setting. Due to the nature of the role, the 
Property Accountant, Residential may be required to travel to our properties from time to time.  
 
Qualifications: 

Required Knowledge, Skills, and Abilities: 

 Must be friendly, approachable, proactive, ambitious and solution-focused  

 Possess strong organizational, time management and project management skills with a demonstrated 
ability to work both independently and within a team environment.  

 Equally effective at working in the details as well as stepping back and understanding the strategic impact 
on the organization 

 Analytical thinker with the ability to meet deadlines while taking responsibility for all tasks assigned 

 Ability to communicate effectively at all levels of the organization and with external partners  

 Demonstrates personal integrity and honesty 
 

Required Training and Experience: 

 Post-secondary education with emphasis on accounting  

 Previous residential rental property accounting experience, or experience working in the real estate 
industry is required 

 Advanced skills in Microsoft office applications, specifically Microsoft Excel 

 Experience with Yardi Voyager and Yardi Rent Café is an asset 
 

To apply, please visit our website at http://shapeproperties.com/careers 

 

http://shapeproperties.com/careers

