
 

COMMERICAL PROPERTY MANAGER 
Full-Time 

 
 
Organizational Background: Four passionate Eastside activists who came together formed East LA 

Community Corporation (ELACC) in 1995. ELACC’s mission is to advocate for economic and social 
justice in Boyle Heights and Unincorporated East Los Angeles by building affordable housing, grassroots 
leadership, and access to economic development opportunities for low and moderate-income families. 
Over the 25-year history of ELACC, we have leveraged over $259 million in investments through 
community-driven real estate development, mobilized thousands of residents to change policies, served 
thousands of low-income residents with community wealth services, and we provide quality affordable 
homes for over 2,900 people. 
 
About the Position: The position’s ultimate objective is to maximize leasing activity and occupancy for 

the portfolio of properties. The ideal candidate is required to have at least five years of experience 

related to commercial lease transactions. This position is responsible for negotiating leases and lease 

renewals, writing leases and lease amendments, interfacing with Tenants, Real Estate Brokers and 

Contractors, in addition to managing Tenant Improvement Build-out projects by coordinating with 

architects, subcontractors and laborers as needed. The ideal candidate has the ability to perform a 

variety of complicated tasks, therefore an expansive degree of creativity and latitude is required.  

 

Duties and Responsibilities: 

 Interface directly with current and prospective tenants to negotiate lease space, including 
preparation of lease documents.  

 Establish and maintain relationships with tenants and key personnel.  
 Maintain properties by investigating and resolving tenant complaints; enforcing the rules of 

occupancy; inspecting vacant units and completing repairs; planning renovations, contracting 
through the use of out-sourced contractors and in-house maintenance staff.  

 Prepare and maintain preventative maintenance service contracts with sub-contractors.  
 Coordinate the updating of marketing and leasing materials, including plans, brochures, press 

releases, and websites.  
 Be available and ready for unexpected daily needs of office and staff. 
 Performs relevant duties as assigned by Supervisor 

 
 
Qualifications:  

 Minimum 3-5 years of experience in commercial property management 
 Excellent organizational and time management skills, must prioritize tasks and meet deadlines in 

a fast-paced environment. 
 Extensive knowledge of commercial leasing, lease analysis, and related terminology. 
 Highly resourceful, able to problem solve, resolve issues calmly, and easily adaptable to 

changing demands  
 Ability to multitask and prioritize, with great attention to detail. 
 Organizational, analytical, technical and financial skills. 
 Either have the experience, or ability and desire to be trained, in cost estimating of tenant 

improvements and managing the work to be done using laborers and sub-contractors.  
 Outstanding oral and written communication skills. 
 Proficient in Microsoft Office: Word, Excel, Publisher, PowerPoint and Outlook 
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 Strong interpersonal, and customer service skills 
 Competent in handling confidential information 
 Ability to work independently, and as a team 
 Flexibility to work outside of normal business hours, and on weekends as needed. 
 Genuine interest in ELACC’s mission 
 Bilingual English/Spanish 

 
 
Compensation: This is a full-time non-exempt position with a competitive salary commensurate with 

experience and qualifications, in addition to an excellent benefits package that includes health, dental, 

retirement, and life and disability insurance.  

 

ELACC is an Equal Opportunity Employer 

Email cover letter and resume to: jobopportunities@elacc.org 
 

Position open until filled 
www.elacc.org 
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