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JOB TITLE: ASSISTANT RESIDENTIAL MANAGER

LOCATION: ELLIS PARK STUDENT VILLAGE, 4 BEIT STREET, DOORNFONTEIN, JOHANNESBURG X2
	       FREDERICK STREET STUDENT ACCOMMODATION – PRETORIA X1
REPORTS TO: RESIDENT MANAGER
COMPANY: ADOWA PROPERTY MANAGERS
Job Purpose:

The Assistant Residential Manager is responsible for the effective day-to-day management of student accommodation facilities. This role ensures high standards of resident satisfaction, staff supervision, operational efficiency, and emergency responsiveness. The ideal candidate is organized, proactive, and passionate about creating a safe and well-maintained living environment.


Key Duties and Responsibilities:


Accommodation and Facilities Management
· Handle resident inquiries, complaints, and concerns promptly and professionally
· Address maintenance requests and coordinate timely repairs with vendors
· Enforce lease agreements and community rules and regulations
· Organize and facilitate resident events and community-building activities

Staff Supervision
· Assist in staff recruitment, onboarding, and orientation
· Delegate tasks effectively and monitor staff performance
· Provide training, mentorship, and support to team members

Operational Management
· Monitor occupancy levels and manage lease renewals
· Support the Residential Manager in budgeting and financial reporting
· Oversee routine property maintenance and inspections
· Coordinate smooth move-in and move-out procedures for residents

Administrative Tasks
· Maintain accurate and up-to-date resident records and documentation
· Process rental payments and manage rent collections
· Compile reports and updates for the Residential Manager

Emergency Response
· Respond to urgent resident matters outside of regular business hours
· Support the implementation of emergency protocols in the event of incidents






Desired Skills and Competencies:

· Strong Communication Skills
· Problem-Solving and Conflict Resolution
· Leadership and Team Management
· Organizational and Time Management Skills
· Knowledge of Property Management Procedures.
To apply send CV: careers@adowa.co.za
Closing date: 27 May 2026
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