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Prepare reports on customer complaints, requests and follow-ups.
Deployment of service personnel for facility maintenance, painting and furnishing requirements.
 
Maintaining stock reports of equipments in the location.
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Leasing & Facility Management Executive – detailed scope


1. My duty consists of managing 300 apartments across 8 block units.
2. Following company procedures strictly during leasing period/process in accordance to rules set by RERA.
3. Submission of leasing documents and follow-up with Leasing Manager with regards to shortlisted to be tenants.
4. To provide assistance to tenants and co-ordinate with maintenance team in timely attendance of maintenance issues.
5. Keeping record of all incidents recorded by security personnel.
6. Maintain and send timely reports to Property Manager with regards to leasing, maintenance and sub- contractors files.
7. Co-ordinate with sub-contractor  in getting timely quote and get work done after approval from Property Manager in relation to maintenance issues.
8. Managing private party hall within the building facility and coordinating with in-house health club instructor.
9. Assuring the smooth functioning of processes from leasing, hiring subcontractor and efficiently managing the working partners like house-keeping staff, security personnel and maintenance staff.
10. Besides the above mentioned work Iam also eligible for supervising aluminium fabrication work. 
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