
 

 

Property Officer 

Our client is a small yet highly successful property management firm in Nairobi. Entering the 10 

year mark in terms of operation the firm is well established and very highly rated within Nairobi, 

attaining the majority of their business through referrals. The organization is in a period of 

change as after 10 years they are now ready for growth and expansion. This is a unique 

opportunity to lead a well established, well experience team through a period of change and 

growth.  

 The role involves managing a designated area of housing and keeping in regular contact with 

tenants, looking after rental income, and dealing with repairs and neighbor nuisance issues. 

Job duties 

 Administering rent collection and developing policies to deal with and minimize arrears 

 Interviewing tenants and giving advice on tenant-landlord relationships, house purchasing and 

benefits 

 Processing applications for housing improvements and repairs and communicating outcomes 

to tenants 

 Managing nuisance orders, collecting information and referring cases to the neighborhood 

nuisance team 

 Dealing with breaches of tenancy and leasehold agreements, which could culminate in 

carrying out evictions 

 Dealing with abandoned tenancies, squatters and unauthorized occupiers 

 Dealing with housing applications and the transfer of existing tenants 

 Liaising with tenant groups, local authority councilors, property professionals and other 

support and welfare organizations, including social workers and estate agents 

 Liaising with wardens, caretakers, cleaners and maintenance staff 



 

 

 Maintaining records and writing reports 

 Interpreting and implementing housing legislation 

 Monitoring and updating contractors' lists 

 Investigating and responding to client complaints 

Skills, Personal traits and Attributes 

 Customer Service Skills, experienced dealing with the publicand the ability to relate to people 

from a wide range of backgrounds. 

 Impartiality and the ability to treat clients in a way which is non-judgmental and without bias. 

 Excellent written and oral communication skills including report writing. 

 Excellent organizational skills and the ability to manage a wide and varied caseload. 

 Capable of working both on own initiative and as part of a team 

 Good at negotiating 

 Good at problem solving 

 Well versed in housing and benefit issues 

Qualifications 

 A degree in business, economics, finance or marketing would be preferable 

 Must have at least 1-3 years’ experience in the real estate business. 

Salary 

 Salary of KES 25,000- 35,000 depending on experience. 

How to apply: Please follow the link below to apply for this position 

http://kamakazi.wpengine.com/job/property-officers/ 

http://kamakazi.wpengine.com/job/property-officers/

