
 
 
 
  
 
 
 
   
 

Job Title:  Lease operations and A/R Officer  

 

Division:  Finance Department 

 

Location/Office: Brussels Office 

 

Reporting to:  Finance Manager  

 

Goodman is an integrated property group that owns, develops and manages industrial 

property and business space. 

 

+ Own: Goodman buys property for the long-
term, providing ongoing relationships with 
customers and investment opportunities for its funds 
 
+ Develop: Goodman’s tailor-made 
developments across Asia Pacific and Europe are 
designed to meet the individual needs of its 
customers 
 
+ Manage: Goodman’s in-house property 
services teams ensure the operational needs of its 
customers are met and its assets are maintained to 
an exceptional standard. This generates increased 
customer satisfaction, higher retention rates and, in 
turn, secures returns for investors. 
 

 

 

Primary Objective of this position:  

Lease operations and A/R Officer will provide operational support to two major work streams in 
the shared service centre. First work flow is the lease administration. He/she will be involved 
keeping up-to-date the lease administration kept in Yardi, including the sales invoice production 
towards our external customer base. Secondly, the officer will be involved in the internal billing 
process. 

  



 
 
 
  
 
 
 
   
Accountabilities & duties 

Lease administration 

+ Ensure all lease related data is updated in Yardi 

+ Ensure Yardi data integrity 

+ Process the Yardi Exception report and ensure follow up 

+ Prepare the rent roll and all rent related invoices in Yardi (including management of indexation 
process)  

+ Manage the Rent Roll approval process 

+ Ensure the efficient, timely and correct recording of the sales invoices in Coda (by using 
upload files) 

+ Ensure the correct VAT application of the sales invoices 

+ Manage the sales invoices process when external accountants are involved 

+ Sending created sales invoices to the different legal entities for filing 

+ Transferring the rent roll from Yardi to Coda 

+ Maintain the manual interface between Yardi and Coda 

+ Collect the Credit Notes and Ad Hoc Sales Invoice upload files from the Property Managers 

+ Manage the internal approval process 

+ Ensure the efficient, timely and correct recording of the sales invoices in Coda (by using 
upload files) 

+ Maintain the manual interface between Yardi and Coda 

+ Be “super user” of Yardi IT systems and provide first level support to the CE Property Services 
team 

 

A/R cycle 

+ Raising all intercompany and related party sales invoices 

+ Managing the P2P approval process related to the intercompany and related party invoices.  

+ Ensuring the efficient, timely and correct recording of the sales invoices in Coda (by using 
upload files) 

+ Ensuring the correct VAT application of the sales invoices 

+ Maintaining an up to standard quality of the sales invoices 

+ Managing the sales invoices process when external accountants are involved 

+ Sending created sales invoices to the different legal entities for filing 

+ Assisting in the completion of month end AR reports 

+ Ad hoc duties as requested 

+ Monthly Filing 

 

Skills, Knowledge and Experience: 

+ Finance Master or Batchelor  

+ Fluent written and spoken knowledge of English; any other European language is a 
plus 



 
 
 
  
 
 
 
   

+ Knowledge of Microsoft Office, in particular Excel. Computer literate with the ability to 
learn new software applications. 

+ Ability to communicate and engage effectively with a diverse range of stakeholders 

+ Eye for detail and deadline driven; highly organised and methodical approach to 
work; multitasking  

+ Team player and ability to work within dynamic team environment 


