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We are actively looking for a dynamic Resident Manager to assist in on-site management of a Youth At-
Risk of Being Homeless 20 unit apartment building. 

The Resident Manager Vernon Apartment Building 

Key Duties & Responsibilities 

 Enforces the provisions of the Residential Tenancy Act 

 Responds to tenant inquiries  

 Supervises the building, including common areas, to ensure security and safety of all tenants, the 
employees and agents of Kekuli Centre Apartment building.  

 Oversees the Building Emergency Response Plan and conducts monthly tests of equipment and 
fire alarm systems. 

 Manages the rental process for tenants including all required paper work for the rental of suites, 
parking and / or storage lockers. 

  Facilitates credit and reference checks for prospective tenants. 

 Fill out move-in and move-out reports for each tenant using the Condition Inspection Report. 

 Oversee and manages all building maintenance requirements to the highest standards.  

 Responsible for the cleanliness of all common areas, supervising contractors and logging work 
performed, and conducting repairs as necessary.  

 Regularly conducts building inspections and makes recommendations for preventative 
maintenance.  

 Notifies management concerning need for major repairs. 

 Able to keeps proper books and accounts for the supplies, rent payments and deposits. 

 Responsible for preparing vacant suites for new tenants by ensuring necessary repairs, upgrades 
and/or cleaning. 

 Responsible for showing and closing on vacant apartments. 

Qualifications 

 Must be able to live on-site in a one-bedroom apartment, no dogs or cats, or pets in the unit 
building 

 Must have good understanding of the English language. This includes both written and verbal 
communication. 
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 Be physically able to carry out all necessary duties. Must be physically able to lift, push, pull, 
carry up to 25-50 lbs 

 Minimum of 2 years of related experience or post secondary education in related field. 

 Bookkeeping or other related administrative experience is an asset 

 Knowledge of the Residential Tenancy Act and or ability to learn its major points. 

 Excellent customer service skills. 

 Presentation skills are necessary to market suites to prospective tenants. 

 Attention to detail and accuracy, even as priorities change and urgencies intervene. 

 Experience and training for working safely with cleaning and other chemicals used in building 
operations. 

 Ability to be flexible and self-motivated and to take initiative. 

 Ability to work independently and in a team environment where mutual support is essential. 

 Ability to work a varied schedule including evenings and weekends. 

 All documentation must be current. 

 RMTI certificate a definite asset 
 

To apply: 
Qualified applicants are invited to submit a cover letter that includes your salary expectations, resume, 
and three recent references and their contact information to: 

Patricia Wilson, Executive Director 
ed@fnfc.ca 
Fax: 250 542 3707 

The North Okanagan Friendship Center would like to thank all applicants, however only those shortlisted 
will be contacted for an interview. Salary dependent on qualifications. 

Closing date: Until filled  
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