RECEPTION/ADMINISTRATIVE ASSISTANT

Responsibilities

· Bill Payment Entries in  Cash Sales (Cash & Cheques)

· Credit Card Sales

· Direct Banking Payments 

· Preparing Bank Deposits, Balancing  & Filing the above.

· Utility Billing – Prepare Meter Sheets – Entries – Trial Balances – Notice of Arrears

· Do Move- Outs and Move-Ins

· Enter Title Change in Records

· Preparing Tax Certificates, Letters of Compliance & Title Searches when Requested

· Pull Building Files when Requested for Sale Inspection – Give Accurate Information 

· Re: Tax Balances & Utility Balances

· Booking & Promoting Redwood House

· Preparing Contracts

· Follow-up Payment of Bookings

· Gather & Share information with Staff  re: Set-up, Needs, Caterers etc.

· Check Mail Box Each Morning

· Check Phone Messages

· Answering Phone Inquiries

· Dealing with Complaints,  Residents etc.

· Up-dating Resident Information

· Preparing “New Resident” Packages

· Up-dating Dog Licenses

· Request Sales Information from Realtors

· Preparing & Distributing any Notices from Townsite Office

· Updating and Creating Slides for Channel Four

· Liaising with The Chatter re: Monthly Calendar/Office News/News Bulletins when Needed

· Assist Pat/Mark in any area they requires

