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Job Description for Balmoral House Manager

Reports to: Colleen Corr, Elim Society Administrator
Summary of Responsibilities:
The building Manager is the face of the Elim Society to the tenants, exemplifying the values of the organization. Build positive relationships with the tenants, consulting with them and solving problems as required. Be on call for problems within Balmoral House, or arrange for alternate.
Qualifications:
▪ Criminal records check
▪ Excellent communication skills, both verbal and written
▪ Pleasant, confident and comfortable in problem solving
▪ The ability to manage pressure and conflicting demands and prioritise tasks and
workload
▪ Strong organisational and planning skills
▪ Compassion and understanding for senior citizens
▪ Reliability and honesty

Duties:
Work cooperatively with other Society employees and Board members

▪ Keep maintenance manager fully informed of building maintenance requirements
▪ Liaise with the Society Administrator for financial processes
▪ Attend monthly Operations Meetings to inform of happenings and needs at Balmoral
House
▪ Give input to updates of tenant guidelines and regulations

Maintain cleanliness of all public areas

▪ Vacuum halls and public spaces once per week or as needed
▪ Clean front entry windows daily or as needed
▪ Check main entry and clean daily, or more often as needed
▪ Clean public bathrooms daily. Clean thoroughly once per week.
▪ Clean stairwells once per month or as needed
▪ Restock supplies in public bathrooms and lobby areas (towels, toilet paper, soap,
hand sanitizer, etc.)

Remove garbage from interior garbage bin daily or as needed.

Monitor and assist with general building maintenance
▪ Change hall light bulbs
▪ Reset tripped breakers
▪ Do regular checks of the boiler room, checking for heating levels, leaks, etc.
▪ Tend to air valves in the fall
▪ Place protective padding in elevators during tenant move in or move out
▪ Ensure the suites are prepared for new residents (painted, clean carpets, blinds, etc.)

Recycling
▪ Take recycling to designated areas weekly or more as needed
▪ Return refundable recycling as needed and give funds to social committee for tracking

Grounds maintenance
▪ Purchase and plant flowers and other foliage in the spring
▪ Maintain and water plants and flowers during the summer months
▪ Remove garbage and litter
▪ Remove snow from entry doors to public sidewalk in front and to garbage pad in rear.
▪ Decorate common areas appropriately/seasonally

Manage access
▪ Program entry door to open at 6:00am and lock at 10:00pm. Change settings when
Daylight Savings Time comes into effect
▪ Monitor access doors
▪ Answer phone/buzzer
▪ Control Balmoral Hall bookings and when a donation for use is given, forward with donor
name to administrator for deposit
▪ Ensure laundry room chart is up to date

Process Finances
▪ Submit bills for supplies purchased at the end of each month when the Visa invoice
arrives
▪ Collect money from laundry room, roll coins and bring to administrator at the end of
each month. (Must be done with two people and signed off)

Advertise vacancies
▪ Coordinate with Administrator to advertise in appropriate places when there is a
vacancy

Maintain a waiting list

▪ Process applications for rental
▪ Verify letters of application of internal residents for suite exchange
▪ Refer to waiting list for next possible tenant

Accept new tenants
▪ Draw up rental agreements
▪ Give new tenant copies of rental agreements and “Guidelines and Regulations”
▪ Collect bank information from new tenant for automatic rent deductions
▪ Assign parking space
▪ Collect damage deposit
▪ Do walk through with new tenant indicating on the form any deficiencies noted
▪ Give keys to new tenant
▪ Program new tenant phone number into security entry pad
▪ Familiarize new tenant with recycle and garbage areas and use of Balmoral Hall
▪ Give banking information and new tenants birthdate to Society Administrator along with
damage deposit and first month’s rent

Manage leaving tenants
▪ Walk through vacated suite with member of Operations Committee
▪ Arrange with Society Administrator for damage deposit return
▪ If possible, get forwarding address from vacating tenant
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