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Section I: Property Description
Creekwood is located in the main trade area of Indianapolis’s west side and benefits from its 
proximity to schools, retail shops and employment base. The property is just minutes from 
Indianapolis University health West Hospital, Interstate 465 and Indianapolis International 
Airport.

Nearby national and high-end retail includes Bed Bath & Beyond, Hobby Lobby, Best Buy, 
Target, Dick’s Sporting Goods and PetSmart. The Circle Center Mall, a major retail destination in 
downtown Indianapolis is less than 10 miles due east of the property.  
 
 
A. Property Summary

Total Number of Units:			   122
Total Net Rentable Square Feet		  78,277
Acreage					     7.63
Year Built/Renovated			   1970/2013
County 					     Marion
School District				    Wayne Township

The buildings are constructed with exterior brick and vinyl siding with wood framing on slab. 
Roofs are pitched with asphalt shingles. Windows are vinyl, double pane. Each apartment 
contains a 100-amp breaker panel. The associated electric cost is paid by the resident. The wiring 
is copper. All apartments are equipped with battery smoke detectors.

Each apartment home has either a 30 or 40 gallon electric water heater which is either housed 
in a utility closet or under the kitchen counter top. Plumbing for the buildings is comprised of 
copper and PVC. Central air conditioning is provided by individual electric condensing units 
located at ground level, adjacent to each building. Heat is provided by individual electric 
furnaces.

There is a central laundry facility located in the main office building and contains eight sets of 
coin-operated washers and dryers.

Access to the apartment community is gained from West 10th Street. The site is located on the 
south side of 10th Street, just east of Raceway Road on the far west side of Indianapolis just east 
of Hendricks County line.
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B. Apartment Features

The apartment homes feature well laid out floor plans with wall-to-wall carpet, except for the 
kitchens and baths which offer a mix of flooring, spacious walk-in and linen closets, ceiling fans, 
two-inch white window blinds, energy efficient windows, and neutral two-tone paint.
Kitchens include laminate wood floors, cherry-wood cabinets, pendant lighting fixtures, a 
double-well stainless steel sink with disposal, electric range/oven, over-the-range microwave, 
dishwasher and full-size refrigerator. All appliances are stainless steel.

Bathrooms have vinyl or laminate wood floors, pendant lighting, cherry-wood vanity, a single-
bowl sink with a double wide vanity. All units have either ceramic tile or fiberglass tub and 
surround.

40 units feature a patio or balcony. No additional rent is charged for either feature.

Parking consists of 200+ open surface spaces and the site is gated with controlled access.

C. Floor Plans

Efficiency 
415 Square Feet

6 units

One Bedroom 
620 Square Feet

74 units

Two Bedroom 
715 Square Feet

42 units
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D. Property Amenities

•	 Controlled gated access
•	 Pool and sundeck
•	 Resident lounge with free Wi-Fi
•	 Playground
•	 Wooded setting
•	 Direct access to retail trade area
•	 Minutes from interstates
•	 Minutes from Indianapolis International Airport and Indianapolis CBD
•	 Park-like setting
•	 Large green space
•	 Laundry center 
•	 Chapel Glen Elementary School, Chapel Hill Junior High School, and Ben Davis High School 

are within one mile of the property 
 

E. Utilities

UTILITY

Water/Sewer 

Electric 

Gas 

Trash 

Phone 

Cable/Internet

PROVIDER

Citizens 

Indianapolis Power & Light
 
Vectren
 
City of Indianapolis
 
AT&T or Comcast
 
AT&T or Comcast

METERED

Master 

Individual 

Individual 

N/A 

N/A 

N/A

PAID BY

Owner 

Resident 

Owner 

Owner 

Resident 

Resident
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Section II: Market Analysis 
A. Regional Analysis

The Indianapolis MSA has a growing population of nearly two million people and an expanding 
employment base. Thriving technology, logistics and bio/life sciences ($50 Billion in Indiana) 
sectors are fueling Indianapolis into the next decade. This growth is built on a very solid base 
of convention, sporting and CBD expansion activities that buffered the impact of the economic 
downturn, which is now a distant memory. The city is centrally located and has become a 
major national distribution hub. Recent developments include the new $1 Billion Indianapolis 
International Airport, which houses FedEx’s second largest U.S. hub and a four million square 
foot Amazon presence. The Indianapolis area has much to offer in the way of culture, world 
class sporting events, destination retail and countless other attractions. This has earned the 
city recurring placement in the national spotlight and has created a gratifying live/work/play 
environment.

A.1. Employment
Indianapolis is home to a rich collection of diverse and expanding employers including Dow 
AgroSciences, Eli Lilly and Company (world headquarters), Exact Target (a division of SalesForce), 
FedEx, Indiana University Purdue University at Indianapolis (IUPUI), Interactive Intelligence, 
Roche Diagnostics, Anthem Inc., Simon Property Group (headquarters), Duke Realty Trust 
(headquarters) and Rolls-Royce Corporation. The service industry is also a growing employment 
sector with the continued expansion of convention and sporting centers throughout the city.

A.2. Life Sciences
Indiana is widely recognized as one of the nation’s top five life science leaders with a workforce 
of 55,000 employees at nearly 2,000 companies that include Eli Lilly and Company, Anthem, 
Roche Diagnostics, Cook Medical, and Dow AgroSciences. The state’s life sciences exports total 
more than $9 Billion, the third highest in the United States. 
 
Indiana is home to a large and diverse bioscience industry. The state is one of the leaders in 
specialized employment concentration in four of the five major bioscience subsectors, including:  
(1) drugs and pharmaceuticals; (2) agricultural feedstock and chemicals; (3) medical devices and 
equipment; and (4) bioscience-related distribution. Indiana boasts a 1.73 bioscience industry 
location quotient – the third highest ranking in the U.S. in 2012 according to the Battelle/BIO 
State Bioscience Jobs, Investments and Innovation report. 
 
Indianapolis is the central hub of BioCrossroads of Indiana, a $50 Billion statewide initiative 
that advances growth and innovation in Indiana by providing funding for new businesses 
and products, as well as partnering with the state’s research institutions, global companies, 
philanthropic organizations and government.

A.3. Largest Employers
ST. VINCENT HEALTH is the Indianapolis MSA’s largest employer. St. Vincent Indianapolis Hospital 
is just five miles from Creekwood and employs about 2,300. The campus offers a broad range 
of specialized areas of expert medical knowledge and practice. St. Vincent Indianapolis Hospital 
has been selected as the “Most Preferred by Consumers” for 18 Consecutive Years (2014). In the 
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Midwest, only six hospitals have won this award for 18 years and nationwide, only 37 hospitals 
out of nearly 3,200 have won this award for all 18 years.

INDIANA UNIVERSITY HEALTH (IU HEALTH) is Indiana’s most comprehensive healthcare system, 
employing nearly 12,000 people in the Indianapolis area. IU Health partners with the Indiana 
University School of Medicine, one of the nation’s leading medical schools, giving patients 
access to innovative treatments and therapies. The IU Health system, which includes IU Health-
Methodist Hospital and IU Health-University Hospital, boasts one of the largest neuroscience 
programs in the country and is ranked 16th in the United States in U.S. News and World Report’s 
2013-2014 edition of American’s Best Hospitals.

ELI LILLY AND COMPANY – Indianapolis is home to the pharmaceutical giant, a Fortune 500 
company employing nearly 11,000 people in the Indianapolis area alone. In addition to its 
corporate headquarters, located in downtown Indianapolis, Eli Lilly and Company also occupies 
the Lilly Lab for Clinical Research located on IUPUI’s campus and the Lilly Technology Center.

ROCHE DIAGNOSTICS CORPORATION’s corporate headquarters for U.S. research and 
development, laboratory, manufacturing, distribution and information technology is located 
in Indianapolis. Roche Diagnostics is a global leader in diagnostics products including a broad 
portfolio of tools that test for congestive heart failure, HIV, Hepatitis B and C, fertility issues, 
diabetes, and many other diseases. The company has 4,600 employees in Indianapolis. 

Anthem Insurance

Eli Lilly and Company

Calumet Specialty Products Partners

Simon Property Group

Rolls-Royce North America

CNO Financial Group

OneAmerica

Republic Airways

Angie’s List

Indiana Farm Bureau Insurance

Source: Downtown Indy, Indianapolis Chamber

Fortune 500 (#38)

Fortune 500 (#129)

Fortune 500 (#467)

Fortune 500 (#479)

4,600 Employees

1,500 Employees

1,353 Employees

1,300 Employees

1,300 Employees

 575 Employees

MAJOR CORPORATE HEADQUARTERS IN INDIANAPOLIS
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A.4. Education
There are several major universities and higher-level learning institutions within an hour drive 
of Indianapolis: Purdue University (West Lafayette), Indiana University (Bloomington), Ball 
State University (Muncie), and Indiana State University (Terre Haute). The campuses of Indiana 
University Purdue University at Indianapolis (IUPUI), Marian University, Butler University, 
University of Indianapolis, and Ivy Tech are located within the Indianapolis city limits. More than 
83,000 students attend higher-education institutions in the Indianapolis MSA.

A.5. Demographics

A.6. Recreation and Culture 
 
EAGLE CREEK PARK AND RESERVOIR is within five miles of Creekwood. Eagle Creek Park is one 
of the largest municipal parks in the United States, encompassing nearly 5,200 acres of land 
and water. It features unsurpassed recreational opportunities with a marina, nearly 10 miles of 
walking trails, a nature preserve, an Earth Discovery Center and a sandy beach. Eagle Creek Park 
also offers rentals for canoeing, kayaking, windsurfing, paddle boarding, pontoon boating and 
sailing. The newest addition to the park is Go Ape!, the nation’s number one zip line and tree top 
adventure. 

St. Vincent Health
Indiana University Health
Community Health Network
Eli Lilly and Company
Indianapolis International Airport
Walmart
Marsh Supermarkets
Kroger
Indiana Univ./Purdue Univ. Indpls
City of Indianapolis
FedEx
Roche Diagnostics
Rolls-Royce
Anthem
Franciscan St. Francis Health

17,398
11,810
10,402
10,144
10,000
8,830
8,000
7,840
7,365
7,058
6,000
4,600
4,300
4,200
4,100

Hospitals & Healthcare
Hospitals & Healthcare
Hospitals & Healthcare
Pharmaceuticals Mnfg.
Transportation
Retail
Retail Grocer
Retail Grocer
Higher Education
City/County Government
Package/Freight Shipping
Surgical/Medical Manufacturing.
Aircraft Engine Research
Health Insurance
Hospitals & Healthcare

COMPANY EMPLOYEES INDUSTRY

2015 Population 
2020 Population (Estimated) 
Household Growth
Employment (December 2015) 
Employment Growth (year-over-year) 
Unemployment Rate (December 2015)
Fortune 500 Companies

1,987,044 
2,075,994 
 
5.05%
1,016,300 
28,300 
4.5%
4
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PROFESSIONAL SPORTS TEAMS – Indianapolis is home to the Indianapolis Colts NFL franchise 
and the Indiana Pacers NBA franchise. In addition to these major league teams, Indianapolis also 
has a minor league baseball team, the Indianapolis Indians, the Indy Eleven professional soccer 
team, and the Indy Fuel professional hockey team. 

THE CHILDREN’S MUSEUM OF INDIANAPOLIS is ranked the #1 children’s museum by Parent’s 
magazine and among the top 10 museums for families in 2013. It is the home to the Dinosphere 
exhibit, one of the largest permanent exhibits of dinosaur fossils. It is five stories and contains 10 
major interactive galleries that entertain and educate children of all ages.

THE INDIANAPOLIS ZOO is the nation’s only accredited combined zoo, aquarium and botanical 
garden. The zoo is a 64-acre, $13.5 million complex that is host to animals from around the 
world and acts as a conservation and research facility as well. Connected to the zoo is the White 
River Gardens, a 3.3-acre botanical garden all located within White River State Park.

Other attractions

•	 Indianapolis Motor Speedway
•	 Indianapolis Museum of Art
•	 Eiteljorg Museum of American Indians and Western Art
•	 Conner Prairie Interactive History Park
•	 Canal Walk
•	 Broad Ripple Village
•	 Mass Ave Arts District 

 
B. Neighborhood Analysis - Effective Market Area

The Effective Market Area for Creekwood is defined by the following boundaries:

•	 North – Crawfordsville Road
•	 East – Interstate 465
•	 West – Ronald Reagan Parkway
•	 South – Rockville Road
•	 Walk Score = 29
•	 Transit Score = 24
•	 Bike Score = 41

Employment Centers

•	 Indianapolis International Airport
•	 Airwest Business Park
•	 AirTech Park
•	 Allison Transmission
•	 AllPoints Midwest
•	 AmeriPlex Business Park

•	 Dow AgroSciences
•	 FedEx
•	 IU Health West Hospital
•	 Rolls-Royce
•	 Service, hospitality and retail workers in the 

immediate area
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Section III: Competitor Analysis 
Rent Comparables

Washington Quarters
40 Capitol Drive, Avon IN 46123	

Linden Square Village
1070 Cobblestone Drive, Indianapolis	

Units: 256 
Occupancy: 96%	

Units: 224 
Occupancy: 96% 

Year Built: 1999

Year Built: 2002

#

73
24
12

136
8

256

#

80
52
64
28

224

BR / BA

1 / 1
1 / 1
2 / 1
2 / 2
3 / 2

BR / BA

1 / 1
2 / 1
2 / 2
3 / 2

SF

756
899
899

1,063
1,224
954

SF

655
862
988

1,198
867

Rent

$708
$814
$824
$865

$1,167
$821

Rent

$732
$822
$925

$1,025
$845

$/SF

$0.94
$0.91
$0.92
$0.81
$0.95
$0.86

$/SF

$1.12
$0.95
$0.94
$0.86
$0.98
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Riverchase	
2730 Riverchase Drive, Indianapolis, IN 46214	

Steeplechase at Shiloh Crossing
10272 Steeplechase Drive, Avon, IN 46123	

Units: 216 
Occupancy: 98%	

Units: 264 
Occupancy: 95% 

Year Built: 2001

Year Built: 1997

#

36
36
72
72

216

#

88
132
44

264

BR / BA

1 / 1
1 / 1
2 / 1
2 / 2

BR / BA

1 / 1
2 / 2
3 / 2

SF

708
736
861
995
859

SF

722
974

1,204
929

Rent

$660
$693
$844
$838
$786

Rent

$750
$935

$1,050
$893

$/SF

$0.93
$0.94
$0.98
$0.84
$0.92

$/SF

$1.04
$0.96
$0.87
$0.96
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Avon Creek
291 Great Lakes Circle West. Avon. IN 46123	

Units: 256 
Occupancy: 97%	

Year Built: 1999

#

56
32
64
56
48

256

Property Name

Steeplechase

Linden Square

Washington Quarters

Avon Creek

Riverchase

Creekwood

Average Rent

$750

$732

$708

$699

$677

$630

Average SF

722

655

756

738

722

618

Rent PSF

$1.04

$1.12

$0.94

$0.95

$0.94

$1.02

BR / BA

1 / 1
2 / 2
2 / 2
2 / 2
3 / 2

1 BEDROOM 1 BATH UNITS

SF

738
996

1,020
1,089
1,294
1,021

Rent

$699
$829
$839
$849

$1,119
$862

$/SF

$0.95
$0.83
$0.82
$0.78
$0.87
$0.84

 
Rent Comparable Ranking - One and Two Bedroom Floorplans
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Property Name

Steeplechase

Linden Square

Washington Quarters

Creekwood

Unit Type

Studio

1 BR / 1 BA

2 BR / 1 BA

Average Rent

$844

$824 

$822

$730

Number Of Units

  6

74

42

Average SF

861

899

862

715

Average Square Feet

415

620

715

Rent PSF

$0.98

$0.92

$0.95

$1.02

Current Rents Rent/Month

$560

$630

$730

2 BEDROOM 1 BATH UNITS

Section IV: Pricing

•	 Application Fee - $25
•	 Security Deposit - $250
•	 Pet Fee - $25
•	 Month-to-Month Fee - $50
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Section V: Resident Profile

Section VI: Target Market

Average occupants per unit

% Units with 4 occupants

% Units with 3 occupants

% Units with 2 occupants

% Units with 1 occupant

Gender

Female

Male

Annual turnover

Total pets

Total children

Average age of children 
in years

Average age of adult 
leaseholders/occupants

Average length of stay	

Average household income

Average rent-to-income ratio

1.36 persons

0.8%

4.2%

24.6% 
 
70.3%

48.3%

51.7%

58.2%

 12

11

10.4

27.0

13.2 months

$32,384

28.9%

•	 Young singles working in neighborhood employment centers referenced above
•	 Grey and blue collar occupations
•	 Pet owners
•	 Currently live in the area
•	 Senior citizens
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58.2%

 12

Section VII: Objectives and Strategies
 
A. First Quarter Recap

•	 Move-Ins:	 16
•	 Move-Outs: 13
•	 Renewals:	 17
•	 Traffic: 67
•	 Gross Leases: 28
•	 Net Leases: 24
•	 Gross Closing Ratio: 42%
•	 Net Closing Ratio: 36%
•	 Q1 Closing Occupancy: 87.5%

Apartment Guides

Resident Referrals

Internet

Word of Mouth

Signage / Banners

Live in Area

17.5%

11.7%

18.6%

13%

11.7%

9.2%
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B. Second Quarter Goals

Physical Occupancy

Units Occupied

Leased Occupancy

Preleased Units

Traffic

Gross Leases

Net Leases

Gross Closing Ratio

Net Closing Ratio

Lease Expirations

Renewal Percentage

Renewals

Move-Ins

Move-Outs

GOALS

86.9%

106

108

24

10

8

40%

35%

13

60%

8

7

5

March

91.8%

112

93.4%

114

30

12

11

40%

35%

13

60%

7

8

6

June

88.5%

108

90.2%

110

26

10

9

40%

35%

6

60%

4

4

2

April

93.4%

114

95.1%

116

30

12

10

40%

35%

14

60%

8

8

6

July

90.2%

110

91.8%

112

30

12

10

40%

35%

9

60%

5

6

4

May

95.1%

116

96.7%

118

28

11

10

40%

35%

9

60%

5

5

3

August
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C. Marketing Strategy

1. Target Market 

•	 Creekwood will focus on setting up preferred employers with surrounding businesses and 
utilize their HR departments to help support our efforts. Preferred employers would include 
Woodmizer, Aviation Institute & IU Hospital West. Offering a reduced deposit or application 
fee to our Preferred Employers. 

•	 Creekwood currently has a large number of residents that work in warehouses and in the 
service industry. For this target market staff has identified Harlin Bakery, Carrier, Allison’s 
Transmission & Amazon. We are working to have relationships with Managers/HR

 
 
2. Pricing 
 
Staff goal is to increase rents to $580 on Studios, $650 on one bedrooms and $770 on two 
bedrooms. Staff has experienced some resistance from prospects to the higher rents. The 
following special pricing will be offered on target units that have been vacant the longest for 
prospects that move in by May 30: 

•	 1 Bdrm - $589 on 832H (vacant 107 days), 9119F (vacant 130 days) 

•	 2 Bdrm - $699 on 917C (vacant 206 days), 917D (vacant 138 days), 821B (vacant 199 days), 
and $709 825C (vacant 111 days) 

•	 Preferred Employer Discount will continue with a reduced security deposit ($100) and 
waived application fee to the following area employers: Woodmizer, Aviation Institute & IU 
Hospital West. 
 

3. Referral Fees 

•	 In addition to $250 Resident Referral, we are going to offer a gift card of the resident’s choice 
for $100. (Grocery, gas, etc.) 

•	 Realtor referral fee of $250
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4. Outreach Efforts 

•	 Flyer drop offs – Tai Fusion, Five Guys, Panera, Dr. Dawson, Marcos, Kroger, Meijer & CVS 
(marketing binder has additional stops and details) 

•	 Flyer drop offs and contacts made – Woodmizer (contact Tammie), Aviation Institute (contact 
Racheal), Life Church (contact Stacey) Tuchman Cleaners (contact Mike) & 10st Sports 
Complex (contact Lynn)

 
 
5. Other Promotions 

•	 Email Blasts: Sent on a bi-weekly basis to current leads informing them of specials/
promotions offered to those signing a lease, upcoming events, etc. 

•	 Word of Mouth: There is no question that this will be one of our main, and most successful, 
forms of marketing. We will offer a $250 referral to any resident who refers a prospect 
who signs a lease with us. Payouts will be given split into ½ with $125 being given at move-
in and the other $125 sixty days after move-in and only if the referrer’s name appears on 
the application/referral card/guest card. Referral cards will be printed and handed out to 
prospective tenants. Referral program will be promoted on all work orders, renewal letters 
and within our signature on our emails.  

•	 Brochures and Flyers: Creekwood flyers and informational pull-tabs will be hung throughout 
local business & churches and brochures left in the appropriate department offices.  

•	 CORT Furniture: Work with CORT on pricing for furnished units. 

•	 More Pet Friendly Approach – Humane Society Day at property will be scheduled in early 
June and advertising is being updated to reflect the event. 

•	 Neighborhood Church/Daycare and Senior Center – Work with our neighbors to refer to 
us and we will promote the church’s daycare. Plus, we can volunteer at the Senior Center 
immediately west of Creekwood to develop relationships with caregivers.
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•	 Resident Retention efforts: 

	 a.	 Continue with Neighborhood Watch Program
	 b.	 Donations for Sheltering Wings through May 15th
	 c.	 Community Bingo
	 d.	 Community Yard Sale
	 e.	 May Pool Party
	 f.	 Community Movie Night at the pool	
 
 
6. Additional Initiatives 

•	 Hours were extended in March: 8am – 6pm Monday through Saturday and Sundays 
by appointment 

•	 New signage scheduled to be installed in April 

•	 Added signage to promote use of Wi-Fi in clubhouse and laundry

Section VIII: Promotional Mix and Budget

The overall goal of the advertising is to increase traffic to the site. Advertising will rely heavily on 
social media and online advertising to spread the word about Creekwood. A generous portion 
of our marketing/advertising budget will be spent advertising on specific housing websites and 
social media sites. On-line advertising will include: 

•	 Property Website: Creekwood website is managed by the office staff, Regional and 
our IT person. 

•	 Online Websites: Creekwood is listed in Zillow, Apartmentguide.com, Forrent.com and 
Craigslist.com. These sites will be managed by the Creekwood team along with the help 
of the respective account manager.  

•	 Social Media Sites: Facebook
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Advertising/Marketing Source Cost Details

Below is the cost of all advertising and marketing platforms over the previous 6 months.

   Online Advertising

Forrent.com

Zillow.com

Apartmentguide.com 
 
 

   Print Advertising

N/A 
 

   Promo’s and Giveaways

Resident Referral

Prospect Surprise Wrapped Gift 
 
 

   Outreach

Outreach to local business

Outreach with Director of Daycare

At Church next door

 
 
$313 
 
$10
 
$299.20 

$100 

$10-$20

$50 per 1/4 

 
$50	

 
 
$313 per month
 
$10 per lead
 
$299.20 per month 

Gift card of choice 

Chose wrapped gift on table

Drop of flyers, tear-cards, whatever is allowed. 

 
$50	
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Studio 1 Bedroom, 1 Bath 2 Bedroom, 1 Bath

Creekwood Site Plan
 



26Creekwood Second Quarter Summary and Marketing Plan

Creekwood Area Map
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Creekwood Resident Profile Comparison

1 year prior 6 months prior Current

Average occupants per unit = 1.45
		  % Units with 4 occupants 
		  Units with 3 occupants 
		  Units with 2 occupants
		  Units with 1 occupants 
Total children = 22
Average age of children in years
Median age of children in years
Average age of adult leaseholders/occupants
Median age of adult leaseholders/occupants
Average length of stay 
Average Household Income
Median Household Income
Average Rent to Income Ratio = 24.1%
Median Rent to Income Ratio = 25.8%
Gender
Female
Male
Turnover from 12/1/14 through 12/1/15

1.45
1.8%
5.4%

28.8%
64.0%

22
7.6
8.0

35.1
31.0
17.1

$29,557
$26,312
24.1%
25.8%

48.3%
51.7%

1.43
1.9%
8.7%

23.1%
66.3%

18
6.6
7.0

33.2
29.5
12.5

$28,512
$26,400
25.0%
25.5%

48.1%
51.9%

1.36
0.8%
4.2%

24.6%
70.3%

11
10.4
10.0
32.2
27.0
13.2

$32,384
$25,512
22.8%
28.9%

49.4%
50.6%
58.2%

Key points

Household size has decreased - meaning fewer people are doubling up

Number of children on the property has decreased by 50%

Average age of householder continues to decrease and is now 32.2

Average household income has increased by 9.6% - which means that our rent-to-income 
ratios have dropped. Lower rent-to-income ratios means there is room to increase rents 
because residents have capacity to pay more rent.
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Creekwood Community Information

Creekwood Second Quarter Summary and Marketing Plan
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Creekwood List of On-Site Staff

Creekwood Second Quarter Summary and Marketing Plan
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Creekwood Job Descriptions

 Property Manager 
Department:	Property Management
Status: Exempt
Reports to: Regional Property Manager

 
Principal Objective of Position: The Property Manager (PM) is responsible for the overall 
management of a multifamily apartment community. Responsibilities include marketing, 
budgeting, financial management, oversight of the physical plant and supervision of staff.  
The PM will ensure that the property meets or exceeds its financial performance targets and 
ownership objectives.  Financial performance and attainment of ownership objectives will be 
achieved by ensuring that: 

•	 Revenues are maximized.
•	 Expenses are carefully monitored and controlled.
•	 Staffing levels are appropriate.
•	 Employees are properly trained.
•	 Resident satisfaction is a continual focus.
•	 The property is maintained to the highest standards with a continual focus on asset 

preservation and enhancement.
•	 Regulatory compliance and adherence to all legal requirements is reinforced.
 
Requirements 
 
Training/Education

•	 Minimum of a high school diploma with a college degree preferred
•	 Valid driver’s license and reliable private transportation
•	 CAM designation a plus 

Experience/Skills

•	 Minimum of two years of progressively responsible experience in property management 
of at least 200 units with demonstrated ability to deliver financial results.

•	 Experience in budgeting, revenue enhancement and expense control.
•	 Strong track record of successful personnel management – including hiring, training and staff 

development.
 
Special Requirements

•	 Excellent oral and written communication skills
•	 Excellent organizational and time management skills
•	 Strong interpersonal and consensus-building skills
•	 Excellent training skills

Creekwood Second Quarter Summary and Marketing Plan
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•	 Excellent computer skills, with emphasis on the Microsoft Office Suite – Word, Excel
•	 Experience with AMSI e-Site software application preferred.
•	 Ability to travel overnight at least once per quarter.
•	 Ability to operate basic office equipment.
•	 Ability to lift up to twenty pounds. 

Essential Functions 
 
Financial Performance

•	 Prepares and submits annual property budget for review by September 30.
•	 Ensures that property budget is monitored closely to meet or exceed budgeted NOI.
•	 Develops and implements systems to maximize property revenue and to control 

operating expenses.
•	 Reviews property financial performance continually and prepares monthly variance 

report to budget.
•	 Participates in the preparation of financial and ownership reports as directed.
•	 Ensures that all rents and fees are collected on time and deposited.
•	 Initiates appropriate collection and legal actions for accounts receivable.
•	 Initiates all purchases within approved spending limits and budget requirements.
•	 Monitors purchasing and expense control through the periodic approval of invoices and 

review of property general ledgers.
•	 Oversees and monitors the bid process for all contract work and looks for efficiencies and 

economies of scale.
•	 Works collaboratively with other RPMs to compare “best practices” and expenses per unit on 

other properties.
•	 Ensures that paperwork or reimbursements from property Reserve for Replacement accounts 

is processed in a timely fashion to minimize financial strain to Company and the properties.
•	 Identifies/implements ancillary income sources to increase property revenues.
•	 Manages the process of passing through appropriate fees and utility payments to 

maximize NOI.

Marketing/Leasing

•	 Develops and implements an annual marketing plan to maximize occupancy.
•	 Updates market information and rental comparison survey at least quarterly.
•	 Recommends appropriate adjustments to rent levels and/or rental concessions in response 

to occupancy levels and changes in the marketplace.
•	 Develops and implements resident retention strategies, including an aggressive lease 

renewal program.
•	 Ensures that resident satisfaction is a continual focus.
•	 Approves all rental applications.
•	 Ensures that residents are in compliance with all provisions of their leases.
•	 Inspects vacant apartments for market readiness and ensures that an ample inventory of 

market ready units is available at all times.
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Asset Preservation

•	 Conducts regular exterior and interior inspections
•	 Supervises the property maintenance functions including scheduling, purchasing, 

service response, and turnover procedures.
•	 Establishes and monitors a system for following up with residents on completed 

service requests.
•	 Supervises the completion of budgeted, scheduled capital improvement projects.
•	 Ensures move-in and move-out inspections are completed.
•	 Monitors the completion of periodic preventive maintenance procedures.
•	 Reports potential liability issues and acts to minimize any risk management exposure. 

Personnel Management

•	 Recruits, hires, trains, coaches, develops and disciplines on-site staff.
•	 Administers the compensation program at the property in adherence with the approved 

budget.
•	 Completes performance appraisals for all staff semi-annually and ensures that all site 

employees are reviewed two times each year.
•	 Ensures staff compliance with all company policies and local, state and federal laws 

and regulations.
•	 Establishes periodic performance goals and objectives for each staff person and 

monitors their attainment.
•	 Administers established incentive compensation programs for all site positions and ensures 

the incentive payments are processed correctly and on time.
•	 Conducts regular staff meetings with to address property performance, policy issues, 

and other property and Buckingham business.

Administrative Tasks

•	 Ensures that reports are completed accurately and on time.
•	 Ensures that record-keeping functions are handled properly.
•	 Supervises computer data entry of all property information.
•	 Processes incident reports for injuries or property losses immediately.
•	 Supervises the eviction and bad debt collection process.
•	 Ensures compliances with all applicable laws and regulations.

Other duties as assigned by the Regional Property Manager.

Dress Code 
Professional

Contacts and Liaisons 
The Leasing Consultant will regularly communicate with all necessary Company employees, 
outside vendors and other individuals as deemed necessary to fulfill the responsibilities of 
the position
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Leasing Consultant 
Department:	Property Management
Status: Non-exempt
Reports to: Property Manager

 
Principal Objective of Position: The Leasing Consultant initiates and coordinates all phases 
of apartment leasing.  The primary objective is to assist the Property Manager in generating 
satisfactory cash flow, positive resident relations and optimal resident retention. 
 
 
Requirements 
 
Training/Education

•	 High school diploma or equivalent
•	 Valid Driver’s License
•	 Reliable private transportation 

Experience/Skills

•	 Minimum two years of progressively responsible sales related experience 
•	 Demonstrated excellence in producing promotional materials
•	 Ability to meet the public with courtesy, tact and poise
•	 Computer skills sufficient to enter daily operations data into the computer
•	 Knowledge of Equal Housing Opportunity (EHO) requirements and applicable 

program regulations 

Special Requirements

•	 Ability to operate basic office equipment
•	 Ability to lift up to 20 pounds 

 
Essential Functions

•	 Performs all functions related to residency inquiries including telephone and in-person 
inquiries and maintaining records of the inquiries

•	 Conducts apartment and general property tours, takes telephone inquiries, greets future 
residents, takes applications and deposits while verifying information, and follow-up of all 
future residents.
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•	 Furnishes and explains written material and applications to prospective residents
•	 Screens, interviews, and notifies applicants of their acceptance or denial as residents in 

accordance with company procedures, Equal Housing Opportunity (EHO) requirements and 
any applicable program regulations

•	 Conducts marketing surveys and makes marketing recommendations based on an analysis of 
the surveys

•	 Composes newspaper and other media material for use in promoting residency
•	 Creates and develops promotional ideas and materials
•	 Assists the Property Manager in maintaining all aspects of property operations.  The Property 

Manager will generally assign primary areas of responsibility (which may change over time), 
to ensure that the Leasing Agent receives continually training concerning each aspect of 
operating the property.

•	 Ensures the office, business center, clubhouse, models, target apartments and market 
ready apartments are in perfect condition.  Cleans, vacuums and dusts as needed.  
Physically inspect property when on grounds, pick up litter and report any service needs to 
maintenance staff.  Inspect move-outs and vacancies.

•	 Makes community contacts with employers, real estate agencies, and others as part of the 
corporate and community outreach program

•	 Accepts checks, money orders and certified checks for daily deposits
•	 Timely reporting of any property loss on liability related incidents to the insurance company
•	 Timely reporting of any work related injuries to the workers’ compensation insurance 

company
•	 Comply with all local, state and federal regulations as well as all company policies and 

procedures
•	 Other duties as assigned by supervisor 

Dress Code 
Professional

Contacts and Liaisons 
The Leasing Consultant will regularly communicate with all necessary Company employees, 
outside vendors and other individuals as deemed necessary to fulfill the responsibilities of 
the position.
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Maintenance Supervisor 
Department:	Property Management
Status: Non-exempt
Reports to: Property Manager

 
Principal Objective of Position: This position is the senior level maintenance person on site 
and is responsible for the overall maintenance of the site including planning, coordinating, 
budgeting, organizing and maintaining the physical needs of the site.  This person will perform 
and direct other maintenance personnel in the repair and maintenance of HVAC systems, 
electrical/mechanical systems, plumbing, grounds, structural elements, mechanical equipment 
and refurbishment of apartments. The Maintenance Supervisor, under the direction of the 
Property Manager, generates satisfactory cash flow, positive resident relations and optimal 
resident retention. 
 
 
Requirements 
 
Training/Education

•	 High School Diploma or equivalent
•	 Valid Driver’s License and reliable private transportation
•	 EPA Designation/Certification 

Experience/Skills

•	 Three years progressive maintenance/repair of HVAC, mechanical, electrical, plumbing 
and grounds maintenance in multi-family or commercial property

•	 Supervisory and training experience desired
•	 Good oral and written communication skills
•	 Math proficiency sufficient to assist in budget preparation, expense monitoring 

and other maintenance needs
•	 Knowledge of Equal Housing Opportunity (EHO) requirements and applicable 

program regulations 

Special Requirements

•	 Ability to lift up to 100 pounds
•	 Ability to operate a two-axle motor vehicle
•	 Ability to maintain 24-hour, on-call status
•	 Ability to operate all necessary tools/equipment to perform the essential functions 

of the position
•	 Demonstrated experience and working knowledge of OSHA standards and other 

environmental safety standards
•	 Ability to perform a variety of duties in all types of weather
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Essential Functions

•	 Schedules, assigns and/or performs all maintenance functions, including responsibility to 
complete service requests within 24 hours and refurbishing vacant units within five (5) 
business days or less

•	 Supervises, guides and schedules training, when necessary of all maintenance personnel 
in the maintenance and repair of HVAC systems, electrical systems, mechanical stems, 
plumbing, grounds, structural elements, motor vehicles and equipment

•	 Completes move-in and move-out inspections 
•	 Supervises and/or performs all work related to maintenance of the property’s curb appeal 
•	 Implements cleaning and maintenance programs for grounds, office/clubhouse, common 

areas and work areas
•	 Schedules and performs regular inspections of all grounds, structures and systems and 

corrects problems, if any
•	 Supervises and provides or schedules training for employee use of company equipment and/

or vehicle
•	 Assists in the maintenance portion of the overall property budget and ensures that all 

maintenance operating expenses remain within the existing budget
•	 Develop and implement an inventory control program along with a preventative maintenance 

program
•	 Responsible for expenditures within company guidelines
•	 Direct and supervise the day-to-day administrative operations of the maintenance functions 

including the scheduling and assignment of work, submission of reports and paperwork 
(invoices, time sheets, new hire/termination information, employee counseling and 
evaluations) and record keeping functions in a timely manner, including sanding/salting and 
smoke detector battery replacement logs.

•	 Purchases all maintenance supplies and materials in a cost-effective and efficient manner
•	 Prepares request for quotes and work scopes and follows company procedure in obtaining 

bids on purchases or work to be performed
•	 Conducts inspections of contracted work - checking for the quality and conformance with 

specifications and costs
•	 Timely reporting of any property loss on liability related incidents to the insurance company
•	 Timely reporting of any work related injuries to the workers’ compensation 

insurance company
•	 Comply with all local, state and federal regulations as well as all company policies 

and procedures
•	 Other duties as assigned by supervisor 

Dress Code 
Appropriate attire, including safety equipment, as designated by supervisor

Contacts and Liaisons 
The Maintenance Supervisor will regularly communicate with all necessary Company employees, 
outside vendors and other individuals as deemed necessary to fulfill the responsibilities of the 
position.
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 Groundskeeper / Porter 
Department:	Property Management
Status: Non-exempt
Reports to: Maintenance Supervisor

 
Principal Objective of Position: The Groundskeeper maintains the grounds of the property and works towards 
the common goals of satisfactory cash flow, positive resident relations and optimal resident retention.	
 Requirements 
 
Training/Education

•	 High School Diploma or equivalent
•	 Valid Driver’s License preferred 

Experience/Skills

•	 Oral and written communication skills
•	 Knowledge of Equal Housing Opportunity (EHO) requirements and applicable program regulations 

Special Requirements

•	 Ability to operate a two-axle motor vehicle
•	 Must be able to lift up to 100 pounds
•	 Ability to operate all necessary tools to perform the essential functions of the position
•	 Demonstrated experience and working knowledge of OSHA standards and other environmental 

safety standards
•	 Ability to perform a variety of duties in all types of weather

Essential Functions

•	 Polices grounds as first task daily and throughout day, as needed
•	 Completes grounds work as needed
•	 Plant, prune, weed, seed or remove foliage, shrubs, trees or grasses or other grounds work, as requested
•	 Operates various mechanical or electrical equipment or garden tools 
•	 Completes other duties as assigned by supervisor
•	 Conducts inspections of contracted work - checking for the quality and conformance with 

specifications and costs
•	 Timely reporting of any property loss on liability related incidents to the insurance company
•	 Timely reporting of any work related injuries to the workers’ compensation 

insurance company
•	 Comply with all local, state and federal regulations as well as all company policies 

and procedures
•	 Other duties as assigned by supervisor

Dress Code 
Uniform or other appropriate attire, including safety equipment, as designated by supervisor

Contacts and Liaisons 
The Groundskeeper will regularly communicate with all necessary Company employees, outside vendors 
and other individuals as deemed necessary to fulfill the responsibilities of the position.
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Assistant Property Manager 
Department:	Property Management
Status: Non-exempt
Reports to: Property Manager

 
Principal Objective of Position: The Assistant Property Manager is responsible for assisting 
the Property Manager with the overall management of the property. Along with the Property 
Manager, the Assistant Property Manager generates satisfactory cash flow, positive resident 
relations and optimal resident retention.
 
Requirements 
 
Training/Education

•	 High school diploma or equivalent
•	 Valid Driver’s License 

Experience/Skills

•	 Minimum two years of progressively responsible experience 
•	 Excellent oral, written and interpersonal skills
•	 Experience in budget planning and expenses monitoring
•	 Computer skills sufficient to enter reports and daily operations data into a computer
•	 Knowledge of Equal Housing Opportunity (EHO) requirements and applicable 

program regulations 

Special Requirements

•	 Ability to operate basic office equipment
•	 Ability to lift up to 20 pounds 

Essential Functions

•	 Performs all functions related to residency inquiries including telephone and in-person 
inquiries and maintaining records of the inquiries 

•	 Processes confidential or other paperwork relating to residents in a timely manner
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•	 Leases apartment homes.  Included in the overall responsibility of leasing apartments is 
handling telephone inquiries, greeting future residents, conducting tours, taking/processing 
applications and deposits, following up with all future residents, and ensuring that leases are 
renewed on a timely basis.  

•	 Screens, interviews, and notifies applicants of their acceptance or denial as residents in 
accordance with company procedures, Equal Housing Opportunity (EHO) requirements and 
any applicable program regulations

•	 Conducts market surveys and makes marketing recommendations based on an analysis 
of the surveys

•	 Composes newspaper and/or other media material for use in promoting residency
•	 Conceives, develops and helps implement promotional ideas
•	 Completes weekly traffic analysis reports and other reports as required
•	 Makes community contacts with employers, real estate agencies and others as part 

of the corporate and community outreach program
•	 Accepts and records checks, money orders and certified checks for daily deposits
•	 Ensures that all financial reporting, records and paperwork is performed correctly and in a 

timely manner.
•	 Reports any property loss on liability related incidents to the insurance company on a timely 

basis
•	 Reports any work related injuries to the workers’ compensation insurance company on a 

timely basis
•	 Processes evictions and attends court appearances
•	 Assists with preparation and administration of the community operating budget, including 

control of monthly expenses using the Budget Control System
•	 Completes move-in and move-out inspections as directed by supervisor
•	 Complies with all local, state and federal regulations as well as all company policies and 

procedures
•	 Manages property in the temporary absence of the Property Manager
•	 Other duties as assigned by supervisor 

Dress Code 
Professional

Contacts and Liaisons 
The Assistant Property Manager will regularly communicate with all necessary Company 
employees, outside vendors and other individuals as deemed necessary to fulfill the 
responsibilities of the position.
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Assistant Maintenance Supervisor 
Department:	Property Management
Status: Non-exempt
Reports to: Maintenance Supervisor

 
Principal Objective of Position: The Assistant Maintenance Supervisor assists the Maintenance 
Supervisor with the overall maintenance functions of the property.  This includes repairs and 
maintaining all mechanical, electrical equipment, plumbing fixtures, structural facilities, and 
grounds of the property.  The Assistant Maintenance Supervisor works toward the common 
goals of satisfactory cash flow, positive resident relations, and optimal resident retention.
 
 
Requirements 
 
Training/Education

•	 High School Diploma or equivalent
•	 Valid Driver’s License
•	 EPA Designation/Certification 

Experience/Skills

•	 Minimum two year demonstrated experience in the maintenance and repair of mechanical 
and electrical systems, plumbing and grounds keeping

•	 Good oral and written communication skills
•	 Knowledge of Equal Housing Opportunity (EHO) requirements and applicable program 

regulations 

Special Requirements

•	 Ability to lift up to 100 pounds
•	 Ability to operate a two-axle motor vehicle
•	 Ability to maintain 24-hour, on-call status
•	 Ability to operate all necessary tools/equipment to perform the essential functions of the 

position
•	 Demonstrated experience and working knowledge of OSHA standards and other 

environmental safety standards
•	 Ability to perform a variety of duties in all types of weather 
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Essential Functions

•	 Polices grounds as first task daily and throughout day, as needed
•	 Receives service work orders, performs required work within the established time frames 

to ensure service is within 24 hours
•	 Refurbish vacant units within five (5) working days or less
•	 Complete painting, cleaning, grounds work, etc. as directed
•	 Completes move-in and move-out inspections, as directed by supervisor
•	 Operates various mechanical or electrical equipment or garden tools
•	 Completes preventative maintenance and housekeeping inspections of apartment units
•	 Assist with administrative duties, such as maintaining inventory control and making 

recommendations for purchases
•	 Able to perform the duties of the Maintenance Supervisor in his/her absence
•	 Timely reporting of any property loss on liability related incidents to the insurance company
•	 Timely reporting of any work related injuries to the workers’ compensation 

insurance company
•	 Comply with all local, state and federal regulations as well as all company policies 

and procedures
•	 Complete other duties as assigned 

Dress Code 
Appropriate attire, including safety equipment, as designated by supervisor

Contacts and Liaisons 
The Assistant Maintenance Supervisor will regularly communicate with all necessary 
Company employees, outside vendors and other individuals as deemed necessary to fulfill the 
responsibilities of the position.
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Maintenance Technician 
Department:	Property Management
Status: Non-exempt
Reports to: Maintenance Supervisor

 
Principal Objective of Position: The Maintenance Technician repairs and maintains all 
mechanical, electrical equipment, plumbing fixtures, structural facilities and grounds of the 
property.  The Maintenance Technician works towards the common goals of satisfactory cash 
flow, positive resident relations and optimal resident retention.
 
 
Requirements 
 
Training/Education

•	 High School Diploma or equivalent
•	 Valid Driver’s License and reliable private transportation
•	 EPA Designation/Certification (optional - at discretion of Property Manager) 

Experience Desired

•	 Minimum one year demonstrated experience in the maintenance and repair of mechanical 
and electrical systems, plumbing and grounds keeping

•	 Oral and written communication skills
•	 Knowledge of Equal Housing Opportunity (EHO) requirements and applicable program 

regulations 

Special Requirements

•	 Ability to operate a two-axle motor vehicle
•	 Must be able to lift up to 100 pounds
•	 Must be able to perform all duties related to fine detail of mechanical devices
•	 Ability to operate all necessary tools to perform the essential functions of the position
•	 Demonstrated experience and working knowledge of OSHA standards and other 

environmental safety standards
•	 Ability to perform a variety of duties in all types of weather
•	 Ability to maintain 24-hour on-call status 
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Essential Functions

•	 Receives service work orders, performs required work within the established time frames 
to ensure service is within 24 hours

•	 Polices grounds as first task daily and throughout day, as needed
•	 Refurbish vacant units within five (5) working days or less
•	 Completes painting, cleaning, grounds work, etc., as needed
•	 Plant, prune, weed, seed or remove foliage, shrubs, trees or grasses or other grounds work, 

as requested
•	 Operates various mechanical or electrical equipment or garden tools 
•	 Assists with completion of preventative maintenance and housekeeping inspections 

of apartment units
•	 Timely reporting of any property loss on liability related incidents to the insurance company
•	 Timely reporting of any work related injuries to the workers’ compensation 

insurance company
•	 Comply with all local, state and federal regulations as well as all company policies 

and procedures
•	 Completes other duties as assigned by supervisor 

Dress Code 
Appropriate attire, including safety equipment, as designated by supervisor

Contacts and Liaisons 
The Maintenance Technician will regularly communicate with all necessary Company employees, 
outside vendors and other individuals as deemed necessary to fulfill the responsibilities of 
the position.
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Housekeeper 
Department:	Property Management
Status: Non-exempt
Reports to: Property Manager

 
Principal Objective of Position: The Housekeeper maintains the hallways, clubhouse and 
other common areas of the property as well as completing all cleaning functions necessary 
for turnover units and guest suites.  The Housekeeper works towards the common goals of 
satisfactory cash flow, positive resident relations and optimal resident retention.	
 
 
Requirements 
 
Training/Education

•	 High School Diploma or equivalent
•	 Valid Driver’s License preferred 

Experience/Skills

•	 Demonstrated experience in housekeeping
•	 Oral communication skills
•	 Knowledge of Equal Housing Opportunity (EHO) requirements and applicable 

program regulations
 
Special Requirements

•	 Must be able to lift up to 40 pounds
•	 Ability to operate all necessary tools to perform the essential functions of the position
•	 Demonstrated experience and working knowledge of OSHA standards and other 

environmental safety standards, especially as applied to cleaning chemicals and compounds
•	 Ability to perform a variety of duties in all types of weather 

Essential Functions

•	 Cleans and sweeps hallways, the clubhouse and other common areas on the property
•	 Disposes of trash properly
•	 Operates vacuum cleaner 
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•	 Completes all cleaning functions on turnover units and guest suites
•	 Completes other duties as assigned by supervisor  

Dress Code 
Appropriate attire, including safety equipment, as designated by supervisor

Contacts and Liaisons 
The Housekeeper will regularly communicate with all necessary Company employees, outside 
vendors and other individuals as deemed necessary to fulfill the responsibilities of the position.

Creekwood Second Quarter Summary and Marketing Plan



46

Creekwood 2017 Budget Activity Worksheet
Use 2015 year end numbers for all calculations

Current

Current

Annual Budget

Annual 
Budget

Position

Manager

Leasing

Maint. Supt.

Porter

No. of 
Units

6

74

42

 
 

122

Current Pay

$21.00

$11.00

$19.00

$10.00

Total
 Pay

Sq. Ft.

415

620

715

 
Mo. Rent

$560

$630

$730

Free Apt.

2 BR / 2 BA

 
 

8,760

Total Sq. 
Ft.

Allocation

100%

60%

100%

50%

Total 
Rent

Surcharge

25%

25%

25%

25%

Rent/Sq. Ft. 
 

$1.35
 

$1.02 

$1.02 
 

$1.03 

$12.36

Rent/Sq. Ft. 
 

New Mo. 
Rent 

Total 
Payroll Total Payroll

Unit Type  
 
Studio

1 BR/1 BA

2 BR/ 1 BA 
 

Total/Mo

Total/Yr

Calculate Payroll

Part 1 
Calculate Unit Information
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Instruction - Income

Increase rents by 3% across the board

Reduce vacancy loss to 6.5%

Total Rent Revenue

Increase Other Income to $500 per unit

Effective Gross Income

Amount New Total Answer

Creekwood Second Quarter Summary and Marketing Plan

Instruction - Expenses
    
All employees get a 2.5% Increase
 
Management fee goes to 4.5%

Total Operating Expense at 45% Ratio

Net Operating Income

Debt Service - same as 2016

Capital Expenses - same as 2016 

CASH FLOW

Amount New Total Answer

At a cap rate of 7% - what will the property value be?

Part 2 
Calculate new Cash Flow as follows:
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Appendices 
 

Creekwood Rent Roll - Dec. 2015
2016 Creekwood Budget

Creekwood 2015 Income Statement 
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Creekwood Rent Roll - Dec. 2015
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2016 Creekwood Budget

2016 Creekwood Budget
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