
   

 
Procedure/Policy - Flying Stone Canada Ltd - www.FlyingStoneCanada.com All Right Reserved  

 

1 

Work-Contract of On-site Property Manager for Shared Accommodation 

Update in Mar 2014  

Definition 

On-Site Property manager is a tenant who  

1. Is currently living in the premises or the ones nearby, and  

2. Being hired/trained as a contract-based property manager to help managing the premises up 

to Flying Stone Canada’s high standard for all the residents to enjoy.  

Who may qualify? 

1. Current/coming tenants (application approved) with 1 year lease minimum.  

2. In good standing on rents with no outstanding issues or concerns.  

3. Criminal check is clear  

Training 

1. A 2-3 hours training course shall be completed to make sure the manager fits for duty. A review 

course once per half year shall also conduct to make sure the manager is up to all the changes 

and updates of the company policies.  

2. All the training material and all the information shared is part of company’s intellectual property 

and the trainee shall keep all the training information confidential. Any release or leaking of the 

company material is strictly forbidden and shall lead to the contract termination immediately.  

3. The training fee of $250.00 shall be waived as long as the selected candidate fulfilled his duty for 

the agreement term of 12 months.  

4. Any earlier termination of the contract shall lead to the full deduction of the training fee.   

Work duties 

1. Daily operation  

1.1. Help to ensure everyone/premise’s safety/ respect/security/cleanliness in good order  

1.2. Firstly seek to resolve any issue peacefully. If in doubt, bring it to office’s attention promptly.  

1.3. Keep effective communication with office to ensure the residence in good order. 

2. Maintenance/monitor the premises  

2.1. Common area: monitor items in common area and inform office if anything in question.  

2.2. Maintenance request: promptly initiate the maintenance request online if repair needed.  

2.3. Regular maintenance:  

2.3.1. Furnace: replace the filters as per schedule and ask for inventory when run out.   

2.3.2. Water tank: conduct the water tank maintenance schedule.(training/tools will provide) 

2.3.3. Sum-pump: check the sum-pump periodically (2-3 months per check) as well as 

winterization. During the heavy raining days, check frequently.  
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2.3.4. Water detector: check to see if hearing alarm. Replace battery once a year.  

2.3.5. Smoke detector: tested once a year to make sure it is in good work order.  

2.3.6. CO detector: check by press the button once per week to ensure it in good work order 

3. Move-in and Move-out inspection: 

3.1. Conduct move-in and move-out inspection as per required.  

4. Show the property 

4.1. Minimum 3 times showings per week.  

4.2. Minimum one showing scheduled between 5:00-8pm for weekday; minimum one showing 

scheduled between 11:00 am to 7:00 pm for weekend.  

4.3. Work with office staff to set up 2-weeks showing schedule ahead of time.  

4.4. Brief the office about the showings & communicate concerns as needed 

4.5. Keep the keys, application forms in place/good order.  

Terms/benefits 

5. The minimum term of the contract is 12 months.  

6. Up to $75.00/month sign-in bonus shall be paid separately at 1st day/mon for the previous 

month duties fulfilled.  

7. Office shall check the performance on regular basis to review the performance.  

9. an additional bonus of $25.00/per vacancy fill-in, when the following conditions are met: 

9.1. you fulfill the duty of item 4 shown above  

9.2. Subject to the successfully filling in the vacancy, you shall be reward $25.00 per qualified 

new tenant upon the day of new lease starts.  

10. If you can’t show the prospective tenants as per the requirement of item 4 shown above. A 

deduction of $25.00 shall be taken out of your regular $75.00/sign-in bonus.  

11. If the agreement ends prematurely, the training fee of $250.00 shall be paid back by the on-site 

manger prior to the termination of the agreement.  

Rules 

Flying Stone Canada reserves the exclusive right to add/remove/modify/cancel any/all of the above 

items without advanced notice. Other duties may apply as needed.  

 

I have fully agreed the above and would like to apply this position.  

 

Applicant Full Name (Print) ___________________Signature__________ on ____________  

Office Use only 
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