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ROLE TITLE Property Management Graduate 

DEPARTMENT Property Management 

OPERATING ASSOCIATION/ 
DIRECTORATE 

Orbit Living 

RESPONSIBLE TO Leasehold Manager 

RESPONSBILE FOR N/A 

 

ROLE PURPOSE 

This role will provide a firm foundation for a successful career in Orbit including all 

fundamental processes, systems and ways of working within the Property Management 
Department, placements in other departments, insight into the organisation as a whole 
and internal and external training to include both technical competencies and leadership/ 

management development.  
  

Year 1: Based initially in the Property Management department followed by a number of 
placements in Independent Living, Strategic Asset Management, Property Services and 
Tenancy Services. 

 
Year 2: Based in Property Management Team in addition to a 3 month placement in 

Development.   
 

Project work: The graduate cohort will work together on a live business problem, 
scoping, researching, piloting and evaluating.  
 

Through a combination of training, work shadowing, project work and mentoring we will 
provide the requisite professional and technical skills to develop into a successful 

manager and leader. 

 

ACCOUNTABILITIES / RESPONSIBILITIES 

 Responsible for providing effective, accurate and timely advice and support to 

customers, solicitors and mortgage lenders regarding Lease or Freehold transactions. 
 Actively engaging with customers in relation to property matters, associated services, 

and procurement activities ensuring that customer views are considered and 

responsible for ensuring that appropriate consultation takes place in respect of 
accounts and expenditure, including Section 20 works and contracts. 

 Understanding and assisting with Financial control and monitoring of portfolios, 
including production of service charge budgets, monitoring of expenditure and 

production of accounts for each estate in conjunction with the relevant teams. 
 Ensure administration fees are paid and enquiries/applications are promptly 

responded to in line with SLA. 

 Ensure all policies and procedures are followed for loan redemptions, sales, transfers 
and covenants, and apportionments are accurate. 

 Advance planning for critical lease event dates such as extensions and implementing 
a strategy for these. 

http://www.orbit.org.uk/
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 Assist Property Manager with the responsibility for day to day management of a 
defined portfolio of properties, carrying out site visits and property inspections in line 
with service standards. 

 Compliance with relevant Health & Safety legislation across the portfolio and 
maintaining accurate records at all times. 

 Liaise with the customer service centre, responsive repairs and all relevant 
departments  to ensure a seamless and effective service is provided and that close 

relationship is maintained with the customer at all times.   
 Project to develop innovative ways to engage with Customers in the management of 

their estates.  

 Develop team work, management and leadership skills.  
 Graduate group project team member. 

 Undertake external qualifications and internal and external training.  
 Represent Orbit and the Graduate cohort at events (internal and external). 
 Other tasks and responsibilities commensurate with a Graduate level role. 

 
KNOWLEDGE/SKILLS/EXPERIENCE/PHYSICAL REQUIREMENTS 

Essential 
 

 
 
 

 
 

 
 

 A high performing self–starter, able to motivate both themselves 
and others. 

 Proven successful use of initiative, resourcefulness and 
adaptability. 

 Ability to influence others, and work both as part of a team and as 
a leader within a team. 

 Ability to think analytically, to apply skills and knowledge in new 

contexts, and to problem solve. 
 Be able to understand and draw conclusions from complex data 

(verbal and written, numerical and text), present it back in a clear 
and concise manner. 

 Ability to work under pressure to tight deadlines, including project 

work. 
 Ability to communicate clearly and effectively through oral and 

presentational skills as well as excellent writing skills. 
 Have a passion for a customer focussed delivery (internal and 

external customers). 
 Experience of using a range of I.T. packages (including Excel, 

Access, Word etc.) 

 Experience of carrying out coordination and reporting functions. 
 Ambition to progress into management and leadership positions.  

 Relevant Degree minimum 2.2 classification (or equivalent). 
 Ability to travel and relocate during scheme if necessary. 

 
Orbit is an Equal Opportunities Employer and all staff are required to read and adhere to 
Group and local policies and procedures relating to Equality and Diversity. 

 
Orbit requires all employees to read and adhere to Health and Safety policies and 

procedures. 
 
Orbit requires all employees to read and adhere to all Orbit policies and procedures and 

Standing Orders.  
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Signed by 
Employee 

 Date  

Signed by 
Manager 

 Date  

 


