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Employment Opportunity

Element is a commercial real estate advisory firm that provides development consulting and brokerage services for owners and entrepreneurs in walkable, urban neighborhoods in the Minneapolis / St. Paul metro. Founded in 2015 and based in Minneapolis, Element works with clients who are passionate about their businesses and communities and explore the “what if’s” of their projects. By employing a business model based on having a balance of development consulting and leasing services, Element is able to consider projects from different perspectives, adding understanding and creating opportunities. This dual perspective (gained by being both brokers and developers) allows us to provide greater value and ultimately enables us to drive what’s possible for our clients. 

By joining us, you will have a rare opportunity to be a part of a team participating in a wide range of commercial real estate activities including development, leasing, and historic renovation in walkable urban neighborhoods of the Twin Cities.  

If you are interested, please send a cover letter and a resume to:


Kevin Kuppe
Element
322 1st Ave. N, Suite 200
Minneapolis, MN  55401
kevin@elementmn.com
(612) 770-7146
www.elementmn.com 

JOB TITLE: Executive Assistant/ Bookkeeping Coordinator

POSITION TYPE: Employee

REPORTS TO: COO/ Kevin Kuppe

ENGAGEMENT STRUCTURE: Partial time, or full time. Work may include occasional time outside of standard business hours, travel is not a requirement but will need the ability to get around locally.   Must be generally available to work within the office during business hours (8:30 – 5 pm) but also can work remotely on occasion with prior approval.

START DATE:  ASAP

COMPENSATION: $60 - $75K for a fulltime position - Commensurate with experience, scope, and hours.

BENEFITS:
· Health Insurance, HSA eligible
· Paid Time Off
· 401K, 3% match, profit sharing eligible
· Paid Holidays
· STD, LTD, Life Insurance offered
· Performance Bonus eligible

PRIMARY FUNCTION:
Element Commercial Real Estate is seeking a highly organized and detail-oriented Executive Assistant & Bookkeeping Coordinator to support leadership and assist with administrative and financial operations across the company and a portfolio of three mixed-use commercial properties. This role blends executive support, clerical accounting, and light property management administration.

Key Responsibilities:	

Executive & Administrative Support
- Manage shared email inboxes, flag priorities, and track follow-ups
- Coordinate calendars, meetings, and recurring workflows
- Draft and send professional communications
- Organize files within SharePoint
- Track action items from recurring staff meetings in Planner
- Assist with document and proposal preparation
- Coordinate office supplies 



Bookkeeping & Financial Support
- Regularly assist with accounts payable and receivable
- Enter and code invoices and expenses (DoorLoop, QBO)
- Complete monthly reporting and reconciliations
- Maintain financial records and documentation
- Coordinate with leadership and external accountants

Property & Operations Support
- Assist with tenant communications and notices
- Track vendor contracts and insurance certificates
- Support rent tracking and collections follow-up
- Assist with service requests and vendor coordination
- Maintain organized property records
- Request proposals for work

Systems & Process Coordination
- Support workflows across Outlook, Teams, DoorLoop, QBO, and SharePoint
- Identify opportunities to improve efficiency
- Assist in documenting and standardizing processes

Qualifications
- 2–5+ years in administrative or bookkeeping roles
- Strong organizational skills
- Strong background in bookkeeping or accounting functions
- Experience with accounting systems (QBO preferred)
- Experience with property accounting (DoorLoop, Yardi, Appfolio, etc)
- Exceptional proficiency in Microsoft 365
- Strong written and verbal communication skills
- Ability to manage multiple priorities independently
- Assertive
- Excellent organizational and time management skills with the ability to prioritize tasks effectively. 
- Ability to work with deadlines and under pressure.
- Report regularly and actively in an organized fashion to a supervisor
- Experience with CRM software

Role Structure & Expectations
- Full-time employee or part-time contractor
- Employee: 30–40 hours/week
- Contractor: 15–25 hours/week
- Mix of recurring and ad hoc responsibilities
- High level of ownership and confidentiality required



What Success Looks Like
- Leadership priorities are organized and progressing
- Financial data is accurate and timely
- Tenant and vendor communication is consistent
- Systems and files are organized
- Administrative burden on leadership is reduced
- Leveraged technology and AI integration

Education & Experience:
· Bachelor’s, Associate or equivalent experience
· Proven experience as an Executive Assistant, Clerical Admin or Bookkeeper
· Solid understanding of bookkeeping principles, financial statements
· Exception skills with M365 Office Apps (Word, Xcel)
· Relevant software experience (Quickbooks, Xcel, Appfolio, DoorLoop, Quicken)
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