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Portfolio Coordinator - Boston MA
We are seeking a Portfolio Coordinator to actively contribute to both Portfolio Operations and Asset Management with a rapidly growing Boston-based Real Estate Investment Firm.  
The firm’s value-added platform is to create a diversified real estate portfolio with a strong foundation of in-place cash flow, while focusing on institutional quality office, industrial, multi-family and retail properties within major markets in the United States.

The firm currently manages a diversified portfolio of over $3 billion of office, industrial, and multi-family properties throughout the United States.
Primary Responsibilities:
· Assemble and analyze data and create presentations for quarterly asset management meetings, separate accounts clients, and annual investor meetings

· Data management in Yardi through auditing of information and monitoring of reports to verify lease compliance
· Oversee property manager transition of newly acquired properties into Yardi
· Responsible for directing property managers and interacting with consultants with respect to policies, procedures, insurance compliance and claims

Additional Responsibilities include:
· Lease submittal review and approval which includes tracking of lease transactions for monthly and quarterly reports

· Monitor the collection of closing binders, leasing documents, and leasing files

· Acting as “point person” for on-site property managers, brokers and accountants

· Perform specific projects as requested by senior management, which may include valuation or lease analysis, acquisition closings, and insurance analysis.
Job Requirements:
· Bachelors Degree from 4-year college

· 1-2 years lease administration or relevant Property Management experience; Commercial Real Estate experience preferred 

· Effective oral and written communication skills.

· Strong attention to detail and organizational skills

· Ability to work in fast-paced environment and meet deadlines

· Proficiency in Microsoft Office Suite (Excel, Word, and Outlook); YARDI Software preferred
