REIT Management & Research LLC

Watertown, MA Location
Position:  Lease Analyst

Primary Function:
Responsible for the accurate and timely maintenance of lease administration corporate files and database (Timberline).  This position requires close coordination with property management, leasing, property accounting and information systems as well as tenants & legal counsel.

Essential Functions:
( Prepare lease abstracts.  Update the Timberline and Templates in Progress (in Excel) with new lease and lease amendment information.


( Process Straight-Line Rent Calculations in both Excel (for control purposes) and Timberline.


( Coordinate verification with property management of buildings, floors, units, lease documents and tenant master information.


( Coordinate calculation, approvals and posting of monthly recurring charges and any miscellaneous billings/adjustments that are related to rent.  Calculate CPI Increases as needed for specific Tenants.


( Maintain corporate lease files


( Set up New Acquisition lease documents, tenants master information and open accounts receivable in the Timberline and create a Template in Progress for the new property. 


( Process operating escalation and real estate tax true up calculations as necessary.  Coordinate verification of calculation with accounting and property management.  Maintain Templates in Progress on a daily basis throughout the year. 


( Follow up with property management, tenants, or legal counsel regarding lease document status, questions or open issues.


( Follow up with property management monthly to determine what tenant’s are vacating or holding over each month. 


( Run and review property rent rolls.


( Provide accounts receivable information & support as needed.  Participate in conference calls with Property Management regarding delinquent accounts.


( Perform special projects as needed and provide support for the accounting, property management and leasing departments.

Reporting Relationship:
The lease analyst reports to the Assistant Controller, Lease Administration. 

Other Relationships:
Maintain communication with the property management, leasing, property accounting and information systems as well as legal counsel.

Education:
Bachelor’s degree

Computer Skills:
Proficiency with computerized accounting software (Timberline).  Proficiency with Excel software programs and Word.

Other Qualifications:
This position requires attention to detail, self-motivation, flexibility and strong organizational and interpersonal skills.

Experience:
2 + years of commercial real estate lease administration experience, knowledge of lease components, and understanding of the accounting requirements of leases is necessary.  Overall knowledge and interest in the Commercial Real Estate Industry is critical to success in this position.

Compensation: 
Competitive Salary and Benefits Programs
Contact:
If interested, please send your resume to ablattner@reitmr.com.

