
Our Mission: Build Buckingham Properties one customer at a time by consistently providing quality services on a cost effective basis. 

Our team members will be experienced, ethical, qualified, effective and efficient in all phases of service. Our team will embrace 

technology, foster leadership skills and use clear communications to achieve our growth. 

 

 
Title:  Office Manager  
Department:  Leasing and Administration   
Reports to: Director of Leasing  
Status:  Full-Time, Hourly, Non-Exempt 
Revised: June 2017 
 
General Description 

The Office Manager’s job responsibilities include implementing and managing the administrative functions of the 
office, as well as creating and coordinating leasing documents, as they flow from lead inception to transaction 
completion for leasing prospects.  
 

 EssentialAssists employees with cell phone setup, terminations, and cell phone functions as 
needed 

 Submits IT requests for completion 

 Duties and Responsibilities include the following. Other duties may be assigned.  

 

 Supervises and coordinates overall administrative functions for the Office Administrator position 
 Ensures the reception areas, kitchen, conference rooms, and common areas are being properly maintained, 

stocked and organized by the Office Administrator 
 Ensures that the office supplies and other office related expenses are properly negotiated in accordance 

with company purchasing policies, and are within budget parameters 
 Ensures that the filing systems are maintained appropriately and efficiently 
 Maintains a safe office environment for Buckingham staff and guests 
 Tracks the various aspects of each leasing transaction.  
 Generates lease proposals with information supplied by leasing agent, construction, and finance 
 Drafts transaction summary for owner approval 
 Drafts leases and lease amendment documents 
 Prepares lease execution documents that are complete and accurate 
 Records completed transaction details and/or lease abstracts 
 Implements and/or carries out special projects to improve organizational efficiency 
 Processes lease documents 
 Ensures complete and accurate lease abstractions 
 Continuously monitors, tracks and reports critical dates 
 Ensures data integrity 
 Sets up and maintains reminders for portfolios 
 Uploads and bookmarks files accurately 
 Identifies potential conflicts in lease or high risk items 
 Reviews leases relative to pertinent information, including free rent, prepaid rent, security deposits, etc. 
 Maintains positive relationships with clients 
 Reviews abstracts prepared by other team members 
 Provides administrative support to other personnel within the department and other departments as 

required 
 Assists employees with cell phone setup, terminations, and cell phone functions as needed 
 Submits IT requests for completion 
 Assists in additional department related functions as requested 



 
Minimum Qualifications 
 High School Diploma  
 Minimum of 5 years’ experience in commercial real estate related field 
  
 
Knowledge, Skills and Abilities  
 Microsoft Word, Excel, PowerPoint, and Outlook 
 Excellent typing skills 
 Lease transaction and/or construction contract experience 
 Ability to handle a fast paced business environment  
 Ability to multitask and manage multiple projects simultaneously 
 Attention to detail 
 
Personal characteristics – Positive attitude, confident, and reliable. 

 
Physical Demands  
 
The physical demands described here are representative of those that must be met by an employee to successfully 

perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with 

disabilities to perform the essential functions.   

While performing the duties of this job, the employee is regularly required to sit and talk or hear. The employee is 

frequently required to use hands to handle or feel items such as documents. The team member is occasionally 

required to stand, walk, and reach with hands and arms. Specific vision abilities required by this job include close 

vision, color vision, and ability to adjust focus. 

Ability to life up to 40 pounds.  

Work Environment  

The work environment characteristics described here are representative of those a team member encounters 

while performing the essential functions of this job. Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions. 

The noise level in the work environment is moderately quiet. 

 
Note: The above description is illustrative of tasks and responsibilities.  It is not meant to be all inclusive. Employees 
will follow other instructions and perform other related duties as required. 
 


