
 
 
Woodbridge Homes is seeking an experienced and well-rounded Property Manager to join their team! 

 

About Woodbridge:  

For 25 years, Woodbridge has been dedicated to creating superior spaces that make you feel right at home. 
At Woodbridge, we know that a home is much more than walls and a roof – a home is the very foundation 
for everything you do. It’s where you spend quality time with your family and where you get away from 
the world. That’s why Woodbridge is committed to designing homes where you can live your best life. 
We’re dedicated to the details that matter to you, to plans with a purpose, and to consistency of vision from 
concept to execution.  

You could say that building quality homes that fit your needs isn’t just what we do, it’s who we are… and 
who we intend to be for at least another 25 years.  

www.wbhomes.ca  

 

Job Summary:  

The Property Manager reports to the VP Finance and will be responsible for managing a portfolio of 
residential and commercial properties throughout Metro Vancouver area. Working alongside an assistant 
property manager and various building staff, you are to lead the team and develop existing working 
relationships with your clients and buildings’ tenants as well as ad hoc responsibilities that will support the 
busy and collaborative team at Woodbridge.  

We are looking for an individual who is bright, hard-working, professional, confident, and dynamic. This 
is a wonderful opportunity for someone who really wants to grow with a mid-sized, Vancouver-based real 
estate company.   

 

Key Responsibilities: 

 Provide leadership and direction in the development of short-term and long-range plans. Develop 
recommendations for goals and action plans to achieve corporate objects and lead annual goal 
setting 

 Establish a strong working relationship with tenants, contractors, and staff, while maintaining 
excellence in customer service and performance 

 Negotiate new leases, monitor lease expiration as well as reading, interpreting, and preparing 
lease documents 

 Supervision and negotiate service contracts, which may include waste removal, janitorial, site 
security 

 Complete regular building inspections, document deficiencies and follow-up on work to be 
completed in coordination with the Assistant Property Manager  

 Assist with the monthly financial packages, reporting on operating variances, changes in tenants 
and leasing and capital projects 

 Assist in creating the annual budget, quarterly reforecast and capital budgets  



 
 

 Monitor rent collection and oversee the arears process, such as repayment plans and legal action 
as required 

 Implement preventative maintenance programs and environmentally friendly initiatives 
 Knowledge of all Community Governing documents, Legislation and Human Rights 
 Provide leadership to each meeting involving the management in terms of agenda support and 

written and oral reports. Summarize the priorities of each meeting with appropriate follow up. 
 Train and supervise all staff within the commercial or residential building assigned 
 Assess and monitor community needs: identify opportunities for improving service delivery 

methods and procedures and developing new programs. Implement programs or improvements. 
 On-site visibility throughout the common areas and facilities 
 Ensure adherence to master calendar, maintenance calendar, and budgets 
 Review corporation policies on an ongoing basis to ensure compliance with civil code, 

declaration and other requirements of governing institutions 
 Always ensure due diligence for the protection of funds, property and assets against all 

reasonably foreseeable contingencies or losses 

 

Required Skills & Qualification: 

 Bachelor’s Degree in Business or related field from an accredited college or university, and five 
years experience in Property Operations, Hospitality or Construction; or equivalent combination 
of education and experience 

 Management experience in a small or medium-sized organization including responsibility for 
more than one functional department or division preferred 

 Understanding of building management, financial planning and laws related to property 
management 

 Strong computer skills with proficiency in MS Outlook, particularly Microsoft Excel and Word 
 Team oriented, self-motivated, and collaborative with proven results  
 Experience with Yardi is an asset 
 Strong analytical, organizational and communication skills  

 

To Apply:  

If this opportunity sounds like a good fit for you, please submit your resume and cover letter in 
confidence to: careers@wbhomes.ca with the subject line “Property Manager”.  

We thank all applicants for their interest however only those selected for an interview will be contacted.   

 


