
JOB DESCRIPTION 

Administrative Assistant – Property Management 

Bridge Property Services 

 

Reports To: Property Manager 
Employment Type: 35-40 hours per week – paid hourly 

 

Position Summary 

The Administrative Assistant at Bridge Property Services supports the financial and operational 
functions of a boutique condominium association & high-end property management firm. Our client 
properties are primarily high-end buildings in Boston’s Back Bay, South Boston, and South End. 
This role requires a detail-oriented, self-directed professional who can manage recurring 
administrative and bookkeeping tasks while adapting to the needs of a small, growing team. This 
role is ideal for a young professional eager to learn in a small hands-on office atmosphere.   

 

www.bridgeps.com 

 

Key Responsibilities 

• Support Senior Management for admin work in office and off site at client properties.   

• Provide customer service to clients for their bill pay and maintenance request. 

• Maintain accurate financial records across multiple properties using QuickBooks and ZRent 

• Process and deposit incoming payments, including checks and electronic condo dues 

• Maintain organized filing systems and property-level billing records 

• Support onboarding of new clients into internal systems as needed 

• Do “property errands” as needed including meeting vendors for building access.   

• Attend property meetings and site visits; both with Bridge property managers or solo.   

• Knowledge, willingness and ability to get around the city neighborhoods to service client 
properties unaccompanied.   

Qualifications 

• Experience in office administration, bookkeeping, or property management support 

• Proficiency in Microsoft Office and QuickBooks, or willingness to learn 

• Comfortable with online banking platforms  

• Strong attention to detail and ability to manage recurring tasks independently 

• Clear and professional written communication skills 

• Familiarity with property management software or condominium association operations is a 
plus 

 

http://www.bridgeps.com/


Work Environment 

This position reports to the Bridge office 5 days a week in person 9am-5pm. Primarily office-based 
with approximately one-third of the workday spent at managed properties for mail pickup, site visits, 
and other operational needs. The role operates within a small, collaborative team and reports 
directly to the Property Manager/ Business Owner. Business casual attire required. Office located in 
South Boston; parking is not provided but available on the street.   

 

Please email resume to Johnna Barry jbarry@bridgeps.com 
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