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Job Title: Property Administrator  
Location: the role is based at Courteenhall (Northampton) with occasional travel expected to Gawdy Hall Estate (South Norfolk)
Contract Type: full-time
Salary: dependent on experience; we’re happy to discuss this with interested applicants
Start Date: TBC

About Courteenhall
Courteenhall is an award-winning estate and farming business in Northamptonshire, committed to regenerative agriculture, environmental stewardship, and community collaboration.   We are proud recipients of the Bledisloe Gold Medal from the Royal Agricultural Society of England, recognising our leadership in sustainable land management.  

Role Overview 
As part of the estate team, you’ll support smooth running of the property portfolio, supporting the management of our residential and commercial portfolio. You’ll work closely with tenants, contractors, and the wider team coordinating maintenance, tracking compliance, supporting lettings, and maintaining accurate records. You’ll also support the team with the farming and environmental side of the business.    It’s a varied role with real responsibility, where organisation, initiative, and clear communication make a genuine difference.
This role is part of a collaborative and supportive team that fosters a positive working environment, takes pride in its work, and is driven by a strong sense of purpose and shared commitment to its objectives.







Key Responsibilities
1. Property Administration
· Provide administrative support across residential and commercial properties, including assisting with property letting, rent reviews, compliance and maintenance
· Assist with tenancy documentation, licences and agreements
· Maintaining and monitoring the property management system (KeyPrime), keeping accurate property records, files and databases
· Track key dates including lease renewals, rent reviews and compliance deadlines
Tenant & Contractor Liaison
· Be a key point of contact for tenants and contractors
· Log maintenance issues and monitor completion of works
· Work with the Office and Compliance Manager to ensure that contractors are onboarded onto the Estate’s Contractor Management Scheme prior to instruction 
· Arrange access for inspections, works and surveys
Maintenance & Repairs 
· Coordinate contractors, including obtaining quotes, liaising with the Estate’s maintenance team, and monitoring completion of works
· Maintain records of repairs and maintenance and liaise with the finance department in relation to associated budgets
· Assisting with building compliance by arranging energy performance certificates, boiler servicing, gas and electrical safety certificates
2. Arable & Livestock
· Support the Estate Manager with budgets, environmental projects, grant applications, and general farm administration
· Keep farm records up to date, including crops, livestock, inputs, compliance paperwork, and inspection documents

Any other tasks reasonably expected.

Knowledge and Skills: 
Essential requirements 
· Previous property administration or property management experience
· Excellent interpersonal skills, with the ability to manage and resolve conflict effectively
· Strong organisational skills with a proven track record of delivering objectives within agreed timescales
· Proficient in Microsoft Office applications, including Word, Excel and Outlook






Personal attributes
· Proactive, enthusiastic and results-driven approach to work
· Highly organised, with the ability to prioritise and manage multiple tasks effectively
· Hands-on and adaptable, with the ability to work both independently and collaboratively to achieve objectives
· Strong communication skills, both written and verbal
· Able to provide clear, concise instructions and guidance
· Positive and resilient, with the ability to remain calm and effective under pressure
· Professional and personable, acting as a strong ambassador for the Estate

What matters to us? 
Our mission is simple: to leave a legacy to be proud of by caring for the Estate, supporting our team, tenants and community to build a resilient and sustainable future. 

What it’ s like to work here? 
At Courteenhall, we are proud of our people and the purpose behind what we do.  You will be joining a close-knit, supportive team where your contribution matters, your development is encouraged, and your work has a genuine impact.  We believe in creating a positive, collaborative environment, with opportunities to learn, grow, and help shape a more sustainable future.  If you are looking for a role with variety, responsibility, and real purpose, this is a place where you can build a rewarding and meaningful career.
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