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Position Overview — Vice President, Property Management (VPM)
Reporting to the President.

The VPM is accountable for the overall daily operations of the Property Managers. The VPM
will work closely with the President (PR) and the Vice President Operations (VPO) to ensure
Property Managers and all PM processes are working smoothly with all other aspects of the
business.

All Property Managers will report to the VPM.

The primary objective of the VPM is to make each individual Property Manager successful.

The VPM must be fully knowledgeable of the Property Manager System Manu

System Manual Overview:
Property management done on a large scale is an extremely corffplSX bu many moving
parts. In order for Grace Property Management to & successful§it must stent in the way

it does business.

Systems are simply road maps or instructi
repeated and easily duplicated. The pu
of doing business and to define HOW
management.

race wnagement processes to be
ad is to provide a consistent way

of success so that each PM always knows

PMs will be provided with position
whether or not they are gucceeding.

PMs should always
before bringing that

manual to determine the answer to a question

Ist be recognized as an exception to the system. While
o time, each exception is by nature inefficient, and should

ork to improve the system. One purpose of the monthly Performance
the VPM is to ensure that on-going system improvements are



1- Hiring
Measure of Success: Have fully vetted new PMs ready to start
work before the date they are needed.

1. The VPM will work the hiring process to ensure GM only hires PMs who meet GM
behavior values.

2. The decision to make a new PM hire must be approved by the PR.
a. The VPM, working with the PR, shall be responsible for advertising,
interviewing, and making the hiring recommendation to the PR. C

template 2a (Posting-Interview Checklist)

b. The VPM shall follow the GM hiring process as outlined in
Interview Checklist).

c. Once the VPM has selected who they believe to b

d. The VPM may wish to include the VP
should seek their guidance #Qs apprdp

3. Once a new PM hire has been made
they have all material, their Sys
‘hit the ground running’.

®ure that before the new PM starts,
rea, and office supplies needed to

ot feedback. The BCC should continue for at least 60 days
nfident in the PMs communication ability. The VPO will
ate BCC via Microsoft Outlook at the request of the VPM.

ter hiring a new PM, it is obvious that the new hire is not a good fit (for
atever particular reason) for GM, then the VPM should consult with the PR to
determine if the new hire either needs more attention to help them improve or
should be fired.

b. The VPM should always move fast to fix mistakes — especially hiring mistakes.
The VPM should not fall into the trap of giving their limited time and resources to
low performing PMs in an attempt to “fix” them. Rather the VPM should focus
their time and energy on making high performing team members even MORE
successful.



c. The GM model for hiring and firing shall be: “Hire slow — fire fast”.

d. If the PR approves the decision to terminate a PM, the VPM shall work the
Termination Checklist, template 3f.




2- PM Coaching
Measure of Success: Conduct weekly one-on-one meetings with
each PM.

1. All PMs will report to the VPM.
2. The VPM should lead and coach the PM’s in order to make each of them successful.

3. A necessary aspect of the VPM leading and coaching the PMs is accomplis
VPM bringing three things to the office every day:
a. Energy:
The VPM must find ways to bring inspiration, excite
the PMs so that they WANT to give GM their be

b. Clarity:
Every PM must be 100% clear on what t ~
and understand how what thgy do contritites to t
organization.

c. Accountability:
The VPM must ﬁ i
are meeting thei

ity of each PM but not push them so hard
d°ever want to leave the organization.

#ild work to guide, coach, mentor and when necessary,

ensure that all PMs know and follow their PM system manuals.

problem, question, or issue is brought to the attention of the VPM by

A PM, the VPM should first ask the PM if their process question is addressed in
¢stem manual.

b. If the process question is addressed in the SM, then have the PM review the
system manual and follow the system manual.

c. If the issue is NOT addressed in the SM, the VPM should work with the PM to
come up with a solution and if appropriate, add the solution to the PM system
manual or create a template document that specifically outlines the solution.



7. The VPM shall step into PM issues involving any of the following: The VPM should

follow existing Grace Management office policy to resolve any issues and make every
effort to resolve all issues promptly.

a. Dissatisfied owner-client
aa. See KRA #6 — Owner-Client Conflict Resolution for information
on how to resolve.
b. Dissatisfied tenant — client

aa. See KRA #7 — Tenant Conflict Resolution for information on how
to resolve
c. Pending property loan foreclosures
aa. See property foreclosure checklist (template 51 OrM&Eon on

how to resolve.

8. The VPM shall conduct weekly one-on-one meetings wj
a. One-on-ones should be conducted egery week a

PM.

P the relationship between the
t current issues the PM is facing and
continual basis.

healthy work relationship with each individual
for the PM to talk about what they are

formation on how to run a weekly one-on-one meeting review the
aining item listed as ‘Manager tools’ on template 7e — (required reading list) and
the one-on-one video training (template folder 3k).

f. The final one-on-one meeting of the month should include a review of the PM’s
Performance / Evaluation (PE) sheet. The PM should bring the completed PE
sheet with them to this meeting and the VPM should review and discuss, paying
special attention to the measures of success for each KRA. Use this end of month
opportunity to give extra praise or coaching if necessary.



9. The VPM shall coach each PM constantly and provide on-going feedback.
a. The primary time to give feedback is immediately at the time of the event. If this
is not practical, then the VPM should note the event in their one-on-one notebook
and the feedback should be given at the next weekly one-on-one.

b. When giving feedback, the Grace Management behavioral values of “responsive”
and “candid” should be followed.

c. The VPM should work to ensure each PM always clearly understands what is
expected of them, how they should do it, and how we measure success.

working with the PR to draft, execute, and save annual Independent
Agreements to OneDrive. IC Agreements should be drafted and di
December). The completed Agreements shall be saved in the 3
template folder 3e.

11. Meet monthly with the PR to review the pfqess and st of eagh PM.

12. The VPM shall be responsibleg reNging ffic&>M issues, whether overt

or covert, for the good of the ted¥h.

13. The VPM shall run and overse Wedfesday delinquency / vacancy meeting.
ting.

igh degree of efficiency to ensure time is not

cporting by the DA and DL, the VPM may wish to give
on current items.

At the coClusion of the meeting, the VPM should send out a brief bullet point
pdate in e-mail format to all PMs to recap and for any PM that was not able to
0 the meeting.

14. Negative ledger balances are not permitted. In some cases, the VPM will advance
brokerage firm funds to ensure that no negative ledger balance occurs. The VPM will
coordinate a short-term loan from GM to the owners account to cover an potential
negative ledger balance. These amounts will need to be repaid by the owner ASAP.
VPM will send notifications to these owners of the loan and dollar amount that must be
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