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Property management firms are engaged in the management of real property which may
be owned by the firm or owned by other concerns and managed under contract. The du-
ties of a property management firm are to enforce the provisions of the lease agreement
entered into by the tenant and landlord; to ensure that necessary tax, mortgage, insurance
and other payments are made in a timely manner; and to ensure that the property is
maintained in such a way as to maximize its value to the owner. In the conduct of such
operations, management companies may employ maintenance personnel, resident or on-
site managers, leasing agents or property management supervisors, or may subcontract all
or portions of these separate responsibilities. The basic functions performed by the per-
sonnel of property management firms, and the current classification procedures followed
in connection therewith, are presented below:

Maintenance

Maintenance personnel generally perform minor maintenance and repair work at the
property site, including but not limited to: cutting the grass, shoveling snow, plumbing,
electrical wiring, painting and minor carpentry activities. New construction or structural
alterations generally are subcontracted to a specialty contractor. Maintenance employees
are properly assigned to Code 971, Buildings.

Resident managers typically are retained in connection with residential apartment com-
plexes, while on-site managers may be employed in connection with either residential or
commercial properties. Resident managers usually receive compensation in the form of a
salary and an apartment unit located at the site of the managed property. The duties of
resident or on-site managers retained in connection with apartment complexes and similar
multiple dwelling units may include but are not limited to: performing maintenance and
repair work, showing apartments to prospective tenants; preparing lease or rental agree-
ments; collecting rents; handling tenant complaints; inspecting vacated units for damage;
coordinating maintenance and repair activities; acting as the liaison between tenants and
management supervisors; and directly supervising the overall operations and/or mainte-
nance staff of the property. :
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As a general rule, managers engaged in the above Job duttes shouid have then payroll as-
stgned to*Code 971. However, managers who performi no. mamtenanee!fepatr work or
. perform no direct. supewtsieﬁ of. the maintenance staff or do. not supervise’ the overall op-
__-_erattons of the eon;tt: may | have. their. payroll assigned to.Code: 951, Quiside Salesper-
“’ons. ‘The_ duties afon=site- m'anagers retained in conneeﬁon WIth commercial buildings
: ue urlbed abovc and they are classxﬁed the-&ine way.

¥ “‘» ._

'/.

" :'""'Leasmg agents are t‘yp"lcally engaged in residential and/or commercial property leasing or
i T8 state’ sa.lea ‘activities. Leasmg agenta are. patd a commission based upon ¢ the total rent
_paid:oyertie: I:K‘&‘t‘(m qf the' lease. Leasing agents show: available space to prospective
tenants ancir negotlate' -t‘he terms 6% the- lease, me!.udgeug the lease perlod tenant improve-
ments paymettt ‘schedules, andaennmauen»pr;m ens L easmg agents uSually do not per-
form any propertyl_management acttymeo T -
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Htstdncalty,‘ieasmg agenta engaged excluswely in the aforementtoned activities have
been ass| gned fo! Code 9511 “Leasing: agents gvho, in addition to l"easmg activities,; perform
pmperty management operauons :such as the d1reet sugenqsmn of employees engaged in
the operation mamtenance or repalr of properttes are asmgnable to Code 9?1 .

Pr"opergf management superv1sors normally retam respons1b111ty for several residential
comgiexes, smgle family res: idences and/or cnmrnercml buildings. Such persons primarily
pexform ac%fmnlstratwe dm é:m the ofﬁce o;t}:the tn’anagement firm, but will also visit the
- various. prapei'tles tmder management to ensufe that the prop@'ues are being adequately
" mamt;:imed The ]e‘o duttes of these emplayees mvolve entermg into contractual arrange-
B ] real estate’ property ovmers-for the” management of properttes obtaining new
o properties to be: managed negettatmgwegntracts “with firfhs. spec%“ahz.mg in the mainte-
_ “nance;’ “Fépair or alteration ‘of properties; hiring and; dlsmlssal of res:tdent or ‘ofi-site man-
agers, “handling the financial arrangements of th@“preperty, preparmg “financial reports;
shomng .?avall_ahie space to- Jc:»:»tenttc,,l tenants; renegotiating or extendmg leases; meeting
with ¢ n-sit¢, mandgers {0, disgus ‘proble omplaints; periodically ipspect-

" ng thep ysical appearance: the-‘-pmperty_,_':, 40 easﬁ_xe that necessary maintenance and re-
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sare being perfet‘?:taggi’eand__ to take note

Property management superv1sava dq n_t

¥ o “teside at or-work from the sitg.of the PfOpéﬂleS under management

e &h;%ecfly Supervrse ma;ntena?ce or repair. employees
' ; "'of the property

Empioyees exclu,szvely engaged in the above jOb duttes__nlafhave their payroll assigned
te Cede 951 - R S



