S106 New Vacancy Notification Form
	Job Title:
	Assistant Property Manager



	Development:
	Brent Cross Town
	Date:
	05.03.2026



	Type of role (please tick):
	Work Experience
	
	Apprentice
	
	Employee
	X

	Number of positions available:
	1

	Number of hours per week:
	40

	Start time:
	9AM
	Finish time:
	5:30PM

	Salary:
	Up to £45,000
	Start date:
	ASAP



	Job Description

	Brent Cross Town is growing rapidly, and we’re looking for an exceptional Assistant Building Manager to join our team. This is an exciting opportunity to support a world class destination and help deliver an outstanding experience for our occupiers, partners, and visitors.

Reporting to the Building Manager, you will play a pivotal role in the day to day management of the building, acting as a main point of contact for occupiers and service partners. You will assist with operational processes, compliance, contractor coordination, and financial administration - helping to uphold the highest standards across the estate.

This role is ideal for someone with strong communication skills, a keen eye for detail, and a desire to grow within the property management sector.

Responsibilities:
· Act as an ambassador for Brent Cross Town, promoting our values and ensuring exceptional service at all times
· Support the Building Manager with clear, consistent communication to occupiers.
· Build and maintain strong professional relationships with occupiers and service partners
· Serve as the primary point of contact when the Building Manager is unavailable.
· Take accurate, high‑quality meeting minutes and track actions to completion
· Support the delivery of ESG initiatives and promote sustainability across the estate
· Assist with new team member inductions and training
· Raise purchase orders, track work in progress, and receipt invoices promptly
· Maintain compliance records and databases, ensuring audits and statutory tasks are up to date
· Monitor the Service Excellence Metrics (SEMs) database and maintain compliance
· Oversee permit systems, insurance inspections, audits, and contractor escorts
· Review the helpdesk daily and ensure occupiers receive timely updates
· Keep occupier handbooks up to date and ensure adherence to procedures
· Contribute to monthly service charge budget reviews
This list is not exhaustive - your role may evolve as needed within the building and wider team.



	Person Specification

	Essential:
· Understanding of commercial property management
· Experience in customer service and contractor management
· Knowledge of service charge processes and RICS professional statements
· Familiarity with work permits, fit‑outs, and landlord works
· Strong communication and relationship‑building skills
· Excellent organisational skills, with attention to detail and a positive, proactive attitude
· IOSH Managing Safely or NEBOSH General Certificate (or working towards)
· Competent in Microsoft Office 365 (Outlook, Teams, Excel, Word, SharePoint, OneDrive)
· Basic knowledge of building plant equipment, maintenance, and statutory compliance
Desirable:
· Interest in sustainability, ESG initiatives, and improving building performance


To apply, email your CV over to: BoostBrokerage@Barnet.gov.uk




