	
	
	



Property Manager

Confidential
London SE1 9PL
£30,000 - £35,000 a year - Permanent, Full-time

Apply now
Job details
Pay
£30,000 - £35,000 a year
Job type
Permanent
Full-time
Location
London SE1 9PL
Full job description
[bookmark: _Int_SxIPAsvG][bookmark: _Int_9st5HRQd]London based fast growing property management company looking to recruit a Property Manager to assist with the day-to-day management and administration of a residential property portfolio.
The main responsibilities of the role include:
· Manage day-to-day operations of properties, ensuring they are well-maintained and compliant with regulations.
· Handle tenant/landlord inquiries and concerns promptly, fostering positive relationships.
· Coordinate maintenance requests and liaise with contractors for repairs and improvements.
· Updating the property database and accurate record keeping.
· [bookmark: _Int_kmvvCE0r]Organize and running referencing/credit checks, invoicing, administration of leases / tenancy schedules and property data management.
Requirements
· Proven experience in property management is required.
· Strong organisational skills with attention to detail in data entry tasks.
· Excellent phone etiquette and interpersonal skills for effective communication with tenants and landlords.
· Ability to work independently as well as part of a team in a fast-paced environment.
· A proactive approach to problem-solving and conflict resolution.
· Good knowledge of Microsoft Excel, Word, Outlook, and Teams.
[bookmark: _Int_JV5nVwfD]The office is located in London Waterloo and is easy accessible by public transport.
Please apply by sending a copy of your CV with a covering letter attached.
Job Types: Full-time, Permanent
Pay: £30,000.00-£35,000.00 per year
Ability to commute/relocate:
· London SE1 9PL: reliably commute or plan to relocate before starting work (required)
Experience:
· Property Management: 1 year (required)
Work Location: In person
Reference ID: Property Manager








CV

Raquel Lopes Marta 
13 Riverview Flats London Road RM19 1SL 
Lopesraquel359@gmail.com
07845906922

Personal Profile
I am a motivated and organized university student with experience in customer service, office reception, hairdresser, and warehouse operations. I have also had self-motivated experience as a hairdresser for 5 years.  I am also skilled in managing enquiries and coordinating maintenance requests accurately using excel and other Microsoft applications. 

Work Experience:
Warehouse operative
Bike Club – Essex
2025
· Managed stocks and inventory stocks and counts for audits/efficiently to meet delivery deadlines
· Goods in Receive, unpack, arrange, and store goods
· Goods out Gather, pack, prepare and load goods for dispatch 
· Bike preparation ensure bikes are clean and prepared for mechanics
· Health and safety keep a clean and safe working environment and optimize space utilisation 
· 
Customer Service/ receptionist admin administrator 
East court Surgery – Essex
2024
· Computer data entry/data allocation – scanning, processing and recording information in accordance with practice procedures document handling
· Book/cancel patient appointments, input patient data on the system, general administration duties, and dealing with prescriptions.
· Processing and distributing mail
· Filling patient letters onto the system.

Office receptionist/ Assistant 
Beautyholicessex – Essex
2023
· Manage customer booking
· Greeted and assisted visitors, clients, and staff in a professional and friendly manner
· Handled incoming calls and emails, resolving customer queries.
· Managing office calendars, booked meeting rooms, and maintained staff schedules
· Use Microsoft excel and word to update records, track maintenance requests, and prepare simple reports.
· Worked collaboratively with colleagues to maintenance smooth daily office operations 
· Supported management with administrative duties such as printing, photocopying, and invoice tracking
· Handle client's complaints and resolved issues effectively 



Cover Letter: Property Manager Application

Dear hiring Manager,

I am writing to express my interest in the property Manager position recently advertised on indeed. As a full-time university student with hands on experience in warehouse operations and office reception/customer service, I bring a unique combination and a client-focused mindset which I believe me and excellent fit for this role. 
In my previous position as an office Receptionist/ Assistant, I have handled incoming calls and email enquiries, managed administrative, and used Microsoft Excel to track data and prepare reports. I supported front desk operations, greeted visitors, and ensured smooth office functioning. When working in a warehouse environment, I have sharpened my ability to manage multiple tasks under pressure, meet deadlines, and maintain high attention to detail. I am very confident that my ability to communicate effectively, manage administrative and operational tasks effectively, and so that I can build a positive relationship with clients will enable me to add value to the team. I would like to welcome the opportunity to discuss my application further and show how I can contribute to your company to become a success.
Thank you very much for your consideration.
I hope to hear from you again.
Yours sincerely,
Raquel







	
	
	



