Job Description – Property Manager Mixed Finance Properties
November 2015

GLENDOWER
360 Orange Street

New Haven, CT 06511 
Phone: (203) 498-8800 

Fax: (203) 497-9259 

TDD: (203) 497-8434   

JOB DESCRIPTION

JOB TITLE:    Property Manager – Mixed Finance Properties
EXEMPT:  No
SALARY LEVEL:    Minimum $ 46,675        Maximum $66,675
EMPLOYEE REPORTS TO:  Director of Housing Management, Mixed Populations
BARGAINING STATUS:   Non-Bargaining
PREPARED BY:  rd
DATE:  November 2015
APPROVED BY:  
DATE:  

EXPIRATION DATE:   November 20, 2015
SUMMARY

The Property Manager, Mixed Finance Properties, is responsible for planning, controlling, and directing the day to day operation of the properties, and for maintaining effective and harmonious resident relations. The purposes of this position are to meet the financial objectives of the owner and management, to protect the value and integrity of the real estate, and to be responsive to all applicable government agency standards and requirements. This position reports to the Director of Housing Management, Mixed Income Properties.
ESSENTIAL FUNCTIONS

GENERAL
1. Responsible for representing himself\herself and the property in a professional manner with all residents, employees, and vendors, including both oral and written communication. Always presents a professional image of himself\herself. 

2. Responsible for working with all site personnel in an effective, productive manner.  

3. Operates the management office at the property. 

4. Responsible for ensuring that the reporting calendar is followed, and that all reports are run on time. 

5. Responsible for achieving a working knowledge of the required business applications to produce the company's required reports, and other automated systems to generate Invoice Cover Sheets, work orders, and file copies of material to be saved. 

6. Utilizes the required business applications to correct reports, such as the Resident Status Report for example. 

7. Responsible for the accurate and timely establishment of rent amounts as approved by senior management, the timely collection and deposit of all rental and other payments due from residents, and the taking of corrective and/or legal action as required to obtain collection. 

8. Performs continual review of incoming schedules. Scheduled rent increases and renewals. Responsible for the oversight and completion of leases for applicants, and applicants with other material which will orient them to the property. Updating the Wait List annually. Tracks evictions by maintaining contact with the company's local attorney after issuance of eviction notices.
9. Responsible for maintaining and implementing all company policies, plans, and procedures.
10. Responsible for preparing and presenting the property’s annual budget for approval to senior management. 
FINANCE
1. Responsible for the implementation of and adherence to the approved budget. 

2. Responsible for the preparation and submission of the monthly budget variance report.
3. Responsible for all other financial reporting as prescribed by company policy. 
4. Negotiates contracts with outside vendors in accordance with company policy. 

5. Responsible for the property's payroll functions. 

6. Oversees the production of the mid-month collection report to determine rent collections from residents as of the fifteenth of each month. 

7. Tracks any rent not collected for thirty, sixty, ninety or more days with the reason for each such situation. 

8. Performs continual review of the property's recertification process, including the completeness, accuracy, and timeliness of all re-certifications. 

9. Responsible for the timely and accurate completion and submission of the Monthly Manager's Report. 

10. Responsible for the routine recommendation to senior property management of alternative solutions to financial issues and problems. 

11. Responsible for the oversight and completion for preparing and verifying adjustments to HUD vouchers (Form 50059). 

12. Exercises authority to approve expenditures or spend money as outlined by organizational policy. 

MAINTENANCE
1. Responsible for the implementation of all maintenance programs and controls with the maintenance staff to ensure that expenses are kept within budget. 

2. Responsible for ensuring that buildings and grounds, apartments, public areas, roads, parking areas, and recreational facilities are all maintained according to company policy. 

3. Responsible for taking all appropriate and reasonable measures to maintain the buildings and grounds in as safe and secure a manner as possible. 

4. Responsible for the implementation and reporting of all maintenance policies, plans, and procedures, including, but not limited to, work order systems, purchase order systems, preventive maintenance system, inventory control, and turnover process. 

5. Works with Director of Housing Management, Mixed Income Properties as necessary to resolve maintenance issues. 

6. Responsible for the maintenance and operation of all life safety systems and Conducts routine meetings (at least weekly) with the maintenance staff. 

7. Responsible for scheduling weekly staff meetings. 

8. Assists the Property Manager as needed with maintenance functions to ensure that all property and grounds are maintained according to company policy. 

Ensuring that all maintenance reporting requirements are satisfied, including writing work orders as needed and preparing the Work Order Summary each Monday. 

MARKETING
1. Maintains accurate, neat and orderly written records for the management office, marketing, and maintenance, as directed by company policy and procedures, and in accordance with all governing agency requirements. Responsible for maintaining budgeted occupancy goals. Responsible for the effective coordination of rental advertising and print material. 

2. Responsible for the accurate and timely submission of marketing reports, and for maintaining current comparability studies. 

3. Responsible for the implementation of a site specific Resident Retention Program 

4. Demonstrates a comprehensive understanding of the competition, general market area, and product knowledge. 

5. Works with the Director of Housing Management, Mixed Income Properties as required and as needed to implement the company’s marketing policies and procedures, to obtain assistance, and to resolve marketing issues. 

6. Responsible for approving all rental applications, and for ensuring that the rental application process includes strict adherence to property standards, and to all appropriate agency standards. 

7. Maintains the waiting list in accordance with agency requirements, and ensures that the property is in compliance with all other appropriate agency requirements. 

8. Supervises and participates in the Leasing and Renewal Programs. 

9. Conducts a weekly meeting with the leasing staff. 

10. Establishes and maintains active resident relations programs by promoting good will, in person and in writing, in accordance with company standards and policies, with all residents. 

11. Works closely with resident groups in establishing ongoing programs to fulfill the needs of the resident population. 

12. Conducts quarterly meetings with the residents to answer questions, understand their concerns, and communicate company or site information. 

13. Continually works to maintain a quiet, peaceful environment for all residents. 

14. Assesses the property's security needs, and recommends consequent action to the Regional Manager or senior property manager. 

15. Responsible for the implementation of security programs and/or the security contract. 

16. Responsible for the timely response to any and all security issues, and for notification to senior management as appropriate. 

17. Responsible for involving community resources in security matters affecting the property. 

18. Responds to resident issues and complaints. 

19. Maintenance of the waiting list in accordance with agency requirements, and in a manner which is organized for easy referral. 

20. Participation in the Leasing and Renewal Programs. 

OTHER
1. Participates in the hiring, promotion, termination and transfer of site personnel, including the timely submission of all required paperwork. 

2. Responsible for establishing and maintain personnel records for all site personnel according to company policy. 

3. Responsible for training site personnel in all aspects of their particular functions. 

4. Resolves personnel problems and keeps the Director informed as appropriate. 

5. Responsible for compliance with Affirmative Fair Housing regulations and Equal Opportunity/Affirmative Action policies, including federal, state, and local governing agency requirements. 

6. Responsible for filing required reports regarding workers' compensation claims in accordance with company policies. 

7. Performs special assignments as needed or as requested by the Director of Housing Management, Mixed Income Properties. 

8. Executes such other responsibilities as determined by the Director or other leadership of the organization. . 

9. Performs all other related duties as assigned.
EDUCATION AND EXPERIENCE

Bachelor’s Degree with six or more years experience with low income or assisted housing programs and demonstrated skills in lease enforcement, maintenance supervision and budget management; or

Eight or more years experience with property management for public or assisted housing program and demonstrated skills in lease enforcement, maintenance supervision and budget management.

KNOWLEDGE, SKILLS, AND ABILITIES

1. Knowledge of Connecticut Tenant\Landlord law

2. Low Income Housing Tax Credit (LIHTC) Certification

3. Institute of Real Estate Management (IREM) Certification 

4. Proven ability to develop and work within property-level budgets

5. Knowledge of HUD regulations related to occupancy management

6. Knowledge of physical systems sufficient to coordinate maintenance priorities

7. Knowledge property management filing systems

8. Good communication and supervisory skills

9. Bilingualism in Spanish and English, preferred but not mandatory

10. Sophisticated knowledge of basic office computer software including internet and e-mail systems

11. Ability to obtain a PHM and a REAC Inspector’s Certification within one year from the date of hire.

12. Ability to obtain the following certifications within one year from the date of hire for, *Low Income Public Housing Rent Calculation Certification, LIPH Occupancy Certification and LIPH Eligibility Certification

*
Recertification at least once every 2 years in rent calculation for housing programs. More frequently when modified by funding source. 

APPLICATION AND SUBMISSION

GLENDOWER RESERVES THE RIGHT TO CONSIDER APPLICATIONS AND RESUMES UPON RECEIPT AND MAKE EMPLOYMENT DECISIONS ACCORDINGLY.

All applications and resumes must be received on or before November 20, 2015.

Resume submission without applications to HANH at 360 Orange Street, New Haven, CT 06511, Fax number (203) 497-8202, e-mail to jobs@newhavenhousing.org. Job descriptions & Applications may be obtained at, elmcitycommunities.com. The Housing Authority accepts applications only for positions it is trying to fill.  If an applicant requires further information, please call the HR Office at (203) 498-8800 Ext. 1022, or TDD number (203) 497-8434, between the hours of 9:00 - 5:00 p.m. weekdays.  Disabled are encouraged to apply. 

AN EQUAL OPPORTUNITY EMPLOYER M/F/V
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