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	POSITION TITLE:
	Property & Leasing Manager

	LOCATION:
	National Support Office / as per employment agreement

	REPORTS TO:
	National Property & Facilities Manager

	DIRECT REPORTS:
	N/A



PURPOSE: Manage and optimise SPCA’s national leased property portfolio, including retail and Animal Services Centre (ASC) leased sites, ensuring leases, renewals, rent reviews, landlord relationships and compliance obligations are effectively managed.
The role provides commercial property expertise and acts as the primary point of contact for lease management across the portfolio, supporting organisational growth, operational continuity and sound property outcomes while working closely with the National Property & Facilities Manager, Retail GM and Retail Development/Optimisation team.

	KEY ACCOUNTABILITIES:
	KEY RESPONSIBILITIES:

	1. Lease Portfolio Management
	· Manage the day-to-day performance of the national leased portfolio, including retail and ASC leased sites.
· Monitor lease obligations, critical dates and tenancy requirements.
· Maintain accurate lease records and supporting documentation.
· Ensure portfolio information is current across property systems and registers.

	2. Lease Negotiation & Renewals
	· Lead lease negotiations, renewals and rent reviews across the portfolio.
· Prepare and manage lease-related correspondence and documentation.
· Seek commercially appropriate outcomes aligned with SPCA requirements.
· Escalate strategic or high-risk matters where required.

	3. Landlord & Stakeholder Relationship Management
	· Build and maintain effective relationships with landlords, agents and external advisors.
· Act as the primary contact for tenancy and lease-related matters.
· Resolve tenancy issues in a timely and professional manner.
· Maintain positive working relationships with internal stakeholders across the organisation.

	4. Retail Leasing Support
	· Work closely with the Retail GM and Retail Development/Optimisation team on leasing priorities.
· Provide lease information, market leasing commentary and property advice.
· Support leasing activity associated with retail site changes, renewals and proposed new sites.
· Ensure leasing timelines support operational and development requirements.

	5. ASC Leasing Coordination
	· Manage ASC leasing requirements, including renewals, new leases and landlord matters.
· Coordinate leasing activity with the National Property & Facilities Manager.
· Support operational continuity through proactive lease management.

	6. Acquisitions, Disposals & Documentation
	· Support lease-related acquisitions and disposals as directed.
· Coordinate documentation with landlords, agents and legal advisors.
· Ensure executed documents are correctly stored and recorded.
· Maintain audit-ready property and lease records.

	7. Compliance & Reporting
	· Ensure lease documentation and compliance records are up to date.
· Monitor and report on upcoming renewals, rent reviews and key lease events.
· Assist with portfolio reporting, budgeting information and governance reporting as required.
· Contribute to continuous improvement of property and leasing processes.

	8. Process Improvement and Organisational Contribution
	· Participate in process improvement initiatives and projects across the organisation where relevant.
· Work collaboratively with staff across the organisation.
· Carry out project work as requested.


	9. Actively contributes to Health & Safety 


	· Ensures compliance with the Health and Safety Act 2015 by:
· taking reasonable care of your own health and safety and ensure that you don’t cause harm to others 
· complying with all health and safety instructions, policies or procedures, including but not limited to;
· reporting incidents and unsafe practices as soon as they occur
· identifying risks, reporting them and taking appropriate action to mitigate them
· knowledge, and compliance of, emergency procedures
· completing mandatory training within the required timeframes


	10. Participates as a professional and constructive member of the National Property & Facilities Team 
	· Attends team meetings as required. 
· Contributes towards the achievement of strategic and operational goals of the SPCA 
· Acts professionally and non-judgmentally. Embodies the SPCA values and strives to achieve the SPCA Mission.


	11. Carries out other duties as required from time to time.
	· Provides support and assistance to SPCA events and campaigns as requested.
· Duties and responsibilities described above should not be construed as a complete and exhaustive list as it is not the intention to limit the scope or the functions of the position.
· Duties and responsibilities can be amended from time to time by the Employer to meet any changing condition.




INTERNAL FUNCTIONAL RELATIONSHIPS: 	
· National Property & Facilities Manager
· National Property & Facilities Team
· Retail GM
· Retail Development / Optimisation Team 
· Finance & Shared Services Team
· All SPCA staff and management including Animal Services Centre Managers, Op Shop Regional Managers, Op Shop Managers and Volunteers.

EXTERNAL FUNCTIONAL RELATIONSHIPS:
· Landlords and property owners
· Commercial leasing agents
· External legal advisor
· Property consultants and service providers
· Contractors and suppliers
· Members of the Public

PERSON SPECIFICATION:

Qualifications and Experience 
· 2–4 years' experience in commercial property management and/or leasing, with demonstrated readiness to operate with greater autonomy.
· Working knowledge of NZ commercial property law and lease documentation.
· Experience using property management systems (e.g. Re-Leased) and related technology.
· Full NZ Drivers licence.

Skills and Knowledge 
· Confidence leading negotiations and landlord conversations without close oversight.
· Strong organisational and time management skills, with the ability to manage a high-volume, multi-site portfolio.
· Excellent communication, negotiation, and relationship management skills.
· Strong problem-solving skills and confidence working independently.
· Commitment to the values of the SPCA.
· Ability to work cohesively and effectively with all SPCA staff, external suppliers and contractors.

Personal Attributes
· Proactive and commercially minded, ready to take ownership of outcomes.
· Reliable, accountable and professional in all dealings.
· Takes initiative within defined responsibilities.
· High levels of personal and professional integrity.
· Works collaboratively and contributes positively to team outcomes.
· Committed to high quality work and continuous improvement.
· Supports and reflects SPCA values and mission.
· Ability to manage confidential information with responsibility and integrity.
· Ability to manage stress and handle emotional situations while retaining empathy. 
· Excellent written and oral communication skills.
· Highly organised with the ability to prioritise, multitask and meet expected deadlines.
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