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SUMMARY:  
The Tenant Coordinator is responsible for working directly with the Property Manager/Assistant Property 
Manager in performing clerical and administrative assignments for the assigned properties/projects.   
 
It is the responsibility of the Tenant Coordinator not only to exhibit legendary customer service when 
communicating with tenants, prospective tenants, owners, and vendors but to focus on productivity and 
results while representing Transwestern in the highest professional manner. 

 
ESSENTIAL JOB FUNCTIONS: 
 Provide full administrative support including phone support, typing, reports, filing and distribution of 

correspondence. 
 Schedule and coordinate meetings/special events as requested. 
 Assist in lease administration activities including lease set up, administer lease changes, generate 

reports, etc. 
 Prepare and coordinate bid proposals, and create service contracts.   
 Create and maintain vendor files, both hard copy and electronic. 
 Create and maintain lease and property files. 
 Track and file vendor and tenant insurance certificates.  Maintain insurance tracking system database 
 Assist in the coding and processing of vendor invoices and accounts payable. 
 Promote and foster positive relationships with management team, tenants and owners. 
 Assist with monthly and quarterly management reports as well as annual budget preparation. 
 Prepare A/R status worksheets, initiate late payment calls, reconcile A/R, and follow-up on collections 

as required. 

 
ADMINISTRATIVE RESPONSIBILITIES: 
 Process service contracts, leases, amendments, exhibits, side letters and general correspondence. 
 Assist in the preparation of financial packages.  
 Computer – set up and maintain tenant, prospect, vendor and general correspondences files. 
 Periodically assist in mass mail-outs requiring addressing, sorting, labeling, and stamping utilizing 

interoffice, delivery services, and mail systems including bulk mail. 
 Coordinate all necessary staffing for the hours needed. 
 Schedule appointments. 
 Order and maintain adequate stock of office supplies. 

 
COMMUNICATION REQUIREMENTS: 
 Greet tenants, prospective tenants, vendors, and guests.  
 Maintain ongoing tenant contact/relations program to constantly assess needs and help assure the 

problems are being resolved and are to the satisfaction of the tenants and owners. 
 Respond positively and promptly to all tenant requests. 
 Compose and type all correspondence and memos. 
 Show space to prospective tenants (requires real estate license) 
 Answer questions and/or understanding how to get questions answered. 
 Take messages for leasing agent/property manager and other building staff. 
 Screen calls and provide information when appropriate. 
 Direct callers to the appropriate parties. 

 
OTHER: 
 Order tenant door plaques and directory strips; maintain property signage. 
 Prepare and distribute tenant move-in packages; order tenant gifts as needed. 
 Maintain parking/building access card records. 
 Invoice tenant rebills (meter readings, HVAC, etc.). 
 Provide administrative support for capital and tenant improvement projects.  
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 Additional duties or projects as assigned by Property Manager. 
 

REQUIREMENTS: 
  Education: 

 Preferably a bachelor’s degree in Business Management, Finance, Accounting, or a Human 
Resource Management related discipline 

  Experience:  
 At least 2 to 3 years of clerical, administrative duties (commercial real estate experience is a plus) 

  Technical Skills: 
 Must have intermediate to advanced Word, Excel & Outlook proficiencies 
 Angus, accounting software such as MRI, Yardi or CTI proficiency preferred 
 Work Order System experience preferred. 

  Personal Skills: 
 Ability to keep information strictly confidential 
 Strong desire to succeed in an entrepreneurial environment 
 Must be able to handle multiple projects, changing priorities and a continually heavy work load 
 Exceptional oral and written communication skills 
 Strong customer service orientation 

  Physical: 
 None 

 
 
 
 

TEAMWORK APPROACH 
 
A detailed list of position responsibilities has been developed so that expectations are clearly 
communicated.  However, it is rarely possible to provide a list that will capture all possible projects and 
assignments.  Team members are expected to assist with additional assignments that may be requested 
by direct supervisors, and to lend assistance to other members of the team, when appropriate. 
 
    
 
___________________________________  ________________________________ 
Team Member Signature    Date 
 
 
Please send all applications to Jacob Noble at Jacob.Noble@transwestern.com 
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