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Building community from the heart




Job Description

Company: 
PEP Housing
Position: 
Property Management Coordinator 
Location: 
Santa Rosa, CA

Reports To: 
Operations Manager
Summary: The Property Management Coordinator is responsible for oversight of the daily operations of the PEP Housing property portfolio. The Property Management Coordinator ensures the operations of the property complies with PEP Housing standards and expectations and completes all reasonable work-related directives given by supervisor and above. The Property Management Coordinator is responsible for ensuring the completion of all property management site-level activities with other departments to ensure duties and responsibilities are met on a regular and consistent basis.

Principle Duties and Responsibilities:

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

· Follow the application process as established by PEP Housing to meet funding and legal requirements.

· Maintain the properties waitlist in accordance with Federal, State and Local fair housing laws.

· Follow up with waitlist applicants one time per year and purge the list in accordance with fair housing laws.

· Provide the property manager with the top five (5) applicants on the property waitlist and ensure that a qualification file has been started.
· Review tenant applications, perform all necessary verifications, and show available units for move in.

· Help assist the property manager in completing new resident move-ins and move-outs in property management software.

· Promptly and efficiently follow move-in and move-out checklist items, procedures, and policies. 

· Provide reports to property supervisor upon request. 

· Upon notification of vacancy, schedule remodels with Maintenance Department, if applicable.
· Inspect vacant units, assessing any damage and cost of repairs, arrange turnover repairs, and ensure that vacant units are cleaned and in move-in condition.

· Must maintain the resident notices and letters on the management drive

· Maintain office filing system according to PEP Housing guidelines and procedures.

· In case of emergency, alert management and tenants and assist tenants in an orderly evacuation of the property.  
· In case of emergency, assist tenants in relocating to a shelter and/or contacting family members or others to arrange a place to stay.
· In case of emergency, once tenants evacuate, secure the property if safe to do so.

· Once the emergency subsides, assist tenants in a safe and orderly return to the property.

· All other duties as assigned.

Competencies

· Communication Proficiency

· Business Acumen.

· Customer/Client Focus.

· Decision Making.

· Financial Management.

· Results Driven.
Education, Skills and Experience:
· Knowledge of California housing laws, including Fair Housing and Landlord and Tenant laws preferred.

· Must have strong written communication skills with the ability to multitask.
· Able to complete complex household income calculations; ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.
· Promote harmonious relations among staff, residents, vendors, and persons of the larger community.

· Working knowledge of computer software and systems: Microsoft Windows, Microsoft Office Suite (Word, Excel, Outlook); familiarity with property management software a plus.

· Ability to read and interpret rental agreements, government regulations, and budgets; write effective business correspondence; effectively communicate information and respond to questions from groups and individuals.

· Ability to analyze and interpret technical procedures and instructions and collect data, establish facts, and draw valid conclusions.

· Must be detail oriented, well organized, and able to handle detailed paperwork in a thorough and complete manner.

· Must be a multi-tasker and be flexible, creative and able to remain calm in handling emergency situations.
· Must supply own vehicle, have a valid CA driver’s license and automobile insurance.  

· Must comply with all applicable rules and regulations of PEP Housing.  

Qualifications
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed above are representative of the knowledge, skill, and/or ability required. 

Supervisory Responsibility

This position has no supervisory responsibilities.
Physical Demands
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. While performing the duties of this job, the employee is regularly required to talk or hear; frequently required to sit and use hands; occasionally required to reach with hands and arms; must occasionally lift and/or move up to 25 pounds; specific vision abilities required by this job include close vision and ability to adjust focus; physical demands include writing/typing, use of computer and paper files, answering phones, attending meetings.

 
Work Environment
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. The noise level in the work environment is usually moderate.

 
Position Type/Expected Hours of Work
This is a part- or full-time position, depending on the property. Days and hours of work for full-time employees are Monday through Friday, 8:00 a.m. to 4:30 p.m. Days and hours of work for part-time employees are scheduled based on property needs. Occasional evening and weekend work may be required as job duties demand. 

Travel
Travel is primarily local during the business day, although some projects may require more out-of-the-area and overnight travel.

Job Description Revision
This is not necessarily an exhaustive list of all responsibilities, skills, duties, requirements, efforts or working conditions associated with this job. While this job description is intended to be an accurate reflection of the current job management reserves the right to revise the job or to require that other or different tasks are performed when circumstances change. This job description replaces all previous descriptions for this position.

Signatures
This job description has been approved by all levels of management:

Manager____________________________________________________

HR_________________________________________________________

Employee signature below constitutes employee's understanding of the requirements, essential functions and duties of the position.

Employee__________________________________ Date_____________

Property Management Coordinator
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