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Agro-Investment Corporation, an entity under the ambit of the Ministry of Agriculture, Fisheries and Mining, is seeking to identify highly motivated, dynamic, and knowledgeable individuals to fill the posts of:


Property Manager Level 6 ($5,198,035 - $6,990,779)

Job Summary

Reporting to the Director, Property & Fixed Assets management the Property Manager is responsible for the coordination, maintenance and the appropriate use of property and maintains records for all lands, land improvements, buildings, building improvements, machinery, and equipment of the Agro- Invest. The incumbent is also responsible for squatter management activities.

Key Responsibilities Includes

· Participates in the strategic, corporate, and operational planning process for the Property & Fixed Assets Department.
· Participates in the development and maintenance of the Management Plan for the Corporation’s property assets.
· [bookmark: _Hlk81256778]Serves demand letters, repossession orders, plaints, and writ of summons on lessees.
· [bookmark: _Hlk81256809]Supplies the necessary information to the Legal Officer to prepare Affidavit of Service and serve the same on squatters.
· [bookmark: _Hlk81256855]Coordinate the eviction exercise by obtaining bill estimates, monitoring workmen and liaising with the relevant authorities.
· Visits unoccupied properties to ensure that no squatting has occurred.
· Create and maintain tenant database.
· [bookmark: _Hlk81256906]Implements strategies for continuous improvements to infrastructure and other property needs.
· Participates in tender reviews and preparation of reports.
· Undertakes the maintenance of appropriate equipment records and histories.
· Participates in the monitoring, tracking and compliance of all the Corporation maintenance and construction contracts.



· Participates in investigating and resolving tenants’ complaints; enforcing rules of occupancy; inspecting vacant units and overseeing the completion of repairs; planning renovations; contracting with landscaping and removal services. 
· Participates in maintains building systems by contracting for maintenance services, supervising repairs.
· [bookmark: _Hlk81257010]Collects and analyses performance data for real property contributing to the development of criteria for prioritizing preventive maintenance and operations activities.
· Performs periodic inspections of properties to ensure that lessees comply with the terms and conditions of the lease and makes recommendations for legal action to be taken for breaches.
· [bookmark: _Hlk81257084]Conducts research and surveys to gather field data in order to identify and assess Corporation wide property renewal and maintenance needs.
· Ensure that the assets registry is correct and up-to-date, concerning their description, serial numbers, condition, location and any other pertinent information.
· Ensures that Agro-Invest asset inventory list is completed when there are any updates/corrections on assets, concerning their descriptions, serial numbers, conditions, locations, and any other pertinent information.
· Conducts safety compliance inspections and conditions surveys for work done.
· Coordinates with the relevant department for the periodic appraisal of all real and personal property for insurance purposes.
· Advises on issues related to relocation and leasing.
· Provides status reports on the Corporation’s properties within agreed timelines.
· [bookmark: _Hlk81257139]Coordinates and monitors the internal and external redistribution of Agro-Invest fixed assets.
· Advises the Director, Property & Fixed Asset Management, and the CFO on the funding needs to adequately maintain the physical facilities and properties of the Corporation.
Human Resource Management

· Manages the work of subordinates through effective objective setting, delegation, and communication; agrees objectives and performance targets with subordinates and conducts interim and annual performance appraisals.


· Undertakes various human resource functions including but not limited to hiring, performance appraisals, promotions, transfers, and vacation scheduling.
· Assesses staff training requirements on an on-going basis and ensures provision of structured training programs and on-the-job coaching to develop required skills and knowledge.
Other
· Performs other related functions assigned from time to time by the Director, Property & Fixed Assets Management.
Required Skills & Competence 

· Sound knowledge of Government Building Codes and Regulations 
· Sound knowledge of Property and Facilities Management
· Sound knowledge of the Jamaican agricultural sector
· Sound knowledge of project management and OSHA
· Good knowledge of the Public Bodies Management and Accountability Act
· Proficiency in the use of Microsoft Word, Microsoft Excel and relevant financial analysis software

Minimum Required Qualification and Experience
· Bachelor’s Degree in: Business Administration, Public Administration, Finance, Management, Accounting, Land Valuation, Civil Engineering
· At least 5 years’ experience in Property Management or related role
· Knowledge of Agriculture or Farm Management would be an asset.



Property Officer Level 5 ($3,501,526 – $4,709,163)

Job Summary

Reporting to the Property Manager the Property Officer is responsible for the day‐to‐day administrative duties of the Property and Fixed Assets Department. The individual will assist with the administration activities of lands leases and will be required to act as the liaison between the tenants and the Property and Fixed Assets Manager regarding certain property related issues.





Key Responsibilities Areas

Collections

· Ensures that payments are collected from clients/tenants and submit to account department for processing;
· Assists with the monitoring of lease arrears by making periodic telephone calls and inspections as necessary.

Land Lease Management

· Conducts periodic inspections of properties to ensure that lessees comply with the terms and conditions of the lease and makes recommendations for legal action to be taken for breaches; 
· Reports any unauthorized leasehold structured erected, suspected illegal operations or utility connection (i.e., JPS/NWC);
· Assists with the coordination and monitoring of vacant properties to ensure they are kept free and clear from squatting and makes recommendations for divestment where appropriate;
· Assists with the serving of demand letters, notices to quit/cease and desist, eviction notices, repossession orders, and plaints on lessees/squatters when necessary;
· Liaise with the lessee to agree on appropriate terms in which to settle arrears;
· Ensures that rent/lease renewals are actioned timely and appropriately;
· Assists with the preparation of status and lease arrears reports;
· Maintains lease contract database;
· Ensures that lease policy is adhered to and all the necessary stakeholders are aware of any changes to the policy;
· Lease Evaluation Committee/tenants’ meeting, prepares and circulates minutes as directed;
· Assists with the perusal/vetting of lease applications;
· Ensures that property taxes and insurances are current;
· Ensures that proper filing system/ records are maintained;
· Obtains bids/tenders for landscaping, garbage collection & maintenance/repairs;
· Maintains a proper logbook of all keys issued and collected.

Required Skills & Competence 

· Sound knowledge of office practices, procedures, and protocol.
· Good knowledge of the organization’s policies and operations. 
· Working knowledge of Government Procurement Policies.
· Excellent knowledge of facility/property management.



· Knowledge of marketing systems/ supply chains and developing marketing linkages for agriculture;
· Proficient in the use of Microsoft Office.

Minimum Required Qualification and Experience

· BSc. Degree in Estate Management or Land Economy & Valuation Surveying
· At least two years working experience in land administration

Applicants must possess a valid driver’s license and a reliable motor vehicle. 

Application accompanied by a resume must be submitted no later than Friday, May 1, 2026 to:

Snr. Director, HRM & Administration
Agro-Investment Corporation
188 Spanish Town Rd.
Kingston 11
Or by email to: vacancies@agroinvest.gov.jm 
     
Please note that the title of the position MUST be included in the subject and only shortlisted applicants will be contacted.
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