Surabhi Patel
Brampton, ON, L7A4M3 
 647-899-1144 
 surabhirph@gmail.com

PROFESSIONAL SUMMARY

Dedicated and results-oriented Building Manager with over 10 years of experience managing residential properties and delivering outstanding tenant service. Strong background in property operations, leasing, tenant relations, rent collection, maintenance coordination, vendor management, and Landlord and Tenant Board (LTB) compliance. Proven ability to maintain high occupancy rates, reduce arrears, coordinate maintenance efficiently, and ensure buildings operate safely and effectively. Proficient in Yardi and Microsoft office 365 with excellent communication, leadership, organizational, and problem-solving skills.


CORE COMPETENCIES


· Residential Property Management
· Building Operations
· Tenant Relations & Customer Service
· Leasing & Resident move-in and move-out
· Rent Collection, Arrears Management and Bank Deposit
· Landlord and Tenant Board (LTB) Compliance
· Notice Preparation (N4, N5, N8, N12, etc.)
· Maintenance & Repair Coordination
· Preventive Maintenance Planning
· Vendor & Contractor Management
· Staff Supervision & Scheduling
· Fire Safety & Building Inspections
· Health & Safety Compliance 
· Budget Support 
· Yardi Property Management Software
· Microsoft Office 365 (Word, Excel, Outlook)



PROFESSIONAL EXPERIENCE

Building Manager
MetCap Living Management Inc.
May 2018 – February 2025


· Managed the day-to-day operations by assisting the Property Manager.
· Rent Collection, bank deposits, monitored arrears, and followed up with delinquent residents.
· Prepared and served legal notices and monthly newsletters.
· Conduct Tours, leases units, preparing lease agreements, and coordinating move-in and move-out.
· Prepared vacant suites for occupancy and arranged parking assignments and resident welcome packages.
· Managed and trained operation team.
· Address the maintenance concern and coordinated repairs with contractors and service providers.
· Scheduled and supervised preventing maintenance, Annual Fire Alarm Testing, and annual unit inspection. 
· Maintain the accuracy of resident ledger and files.

Building Manager
40 Stevenson Rexdale Ltd.
January 2010 -February 2013
February 2017 – April 2018

· Oversaw day-to-day building operations.
· Rent Collection, bank deposit, monitored arrears, and follow up on outstanding balances.
· Prepared and served legal notices in accordance with LTB regulations.
· Managed leasing activities, conducting unit showings, screening applicants, preparing lease agreements, and coordinating move-ins and move-out.
· Prepared vacant suites for occupancy and arranged parking assignments and resident welcome packages.
· Responded promptly to resident maintenance requests and coordinated repairs with contractors and service providers. 
· Scheduled and supervised Annual fire alarm inspection, performed annual unit and building inspections and prepared the reports. 
· Supervised operation team.



EDUCATION

Property Manager – IHM & George Brown Collage
Bachelor of Science (Food & Nutrition)- Saurastra University, INDIA.










