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POSITION DESCRIPTION 
 
 
Title:  Administrative Assistant for Property Management  
Reports To:  Senior Property Manager 
FLSA Status:  Non-Exempt 
 
 
Summary 
 
Assist the Senior Property Manager in performing administrative duties associated the overall 
effectiveness and efficiency of the Agency’s public, private, and mixed finance, housing 
properties and programs such as Tax Credit, Section 202, etc.  The Administrative Assistant for 
Property Management is responsible for preparing reports of activities and fiscal status, 
monitoring operating practices and procedures. The duties listed below illustrate the various 
types of work that may be performed.  The omission of specific statements regarding duties does 
not exclude them from the position if the work is similar, related, or a logical assignment in 
association with this position. 
 
Duties and Responsibilities 
 
Assist Senior Property Manager with day to day operations 
 
Perform a variety of administrative and clerical support funtions 
 
Answer telephone calls for property management and assist callers by taking maintenance work 
orders, and input on system 
 
Greet walk-in clients and connect them with the appropriate party 
 
Maintain electronic and/or hard copy office files.  Perform filing duties, retrieves data or 
documents from files upon request 
 
Utilize programs such as Microsoft Office Suite (Word, Excel, PowerPoint, Access and Outlook) 
and other software applications to create, copy, edit, store, send and print a variety of 
standarized documents 
 
Assist in processing a variety of documents  related to applicant interviews and annual 
recertifications 
 
Addresses applicant concerns regarding program, application processing, and waiting list 
placement. 
 
Compile/track data to create reports and program information 
 
Provide administrative assistance on various projects and special reports 
 
Ensures compliance with applicable HUD guidelines as well as federal, state, and local 
regulations, laws, ordinances, and the Agency’s administration of programs. 
 
Responds to inquiries concerning polices and practices associated with the application and/or re-
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examination processes in a courteous and professional manner. 
 
Assists applicants in completion of forms and identification of required documents. 
 
Reviews applications and documentation for completeness, logs applications, and accurately 
inputs data into computer. 
 
Submits criminal background checks, reviews and evaluates criminal offender record 
information. 
 
Contacts and interviews housing references to determine whether applicants meet the 
Authority’s suitability standards 
 
Requests additional documentation from the applicant and/or references and/or makes field 
visits and/or visits to the applicant’s place of residence when appropriate.  Ensures that all 
requirements for written, independent verification of information are met in an appropriate and 
timely manner. 
 
Notifies applicants in writing of eligibility determination in accordance with HUD regulations and 
Authority policy. 
 
Periodically reviews applicant files and updates information on prospective tenants and places 
non-respondents in inactive files. 
 
Provides orientation to new residents by explaining the lease provisions clearly, quoting correct 
prices, explaining provisions of resident handbook and other Agency polices; escorting 
prospective residents to inspect the unit; explaining amenities in the community; and discussing 
other important issues.  Briefings should be provided on initial move-in.  Draws up and executes 
contracts. 
 
Ensures appropriate annual recertification of residents and calculation of interim adjustments 
and entry of data into computer database.  Monitors, prepares, and distributes annual 
recertification and interim adjustment notices. 
 
Prepares, and coordinates the proper disposition of, all paperwork relating to renting or vacating 
housing units in accordance with established procedures. 
 
Achieves maximum rent receivable collections for all properties.  Collects, post, and monitor 
rental payments, pet deposits, and other relevant charges.  Maintain Fraud list and charge offs 
and initiates court proceeding against tenants for nonpayment of rent. 
 
 
Accountable for consistent adherence to strong Agency standards regarding the ethical, 
responsible, and appropriate use, care, and safeguarding of Agency materials, supplies, 
resources, and other assets.   
 
Performs other duties as assigned by the Senior Property Manager. 
 
 
Qualifications and Knowledge 
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High School diploma or possession of a certificate of equivalence of High School Achievement 
(GED).  Prefer one (1) year of progressive experience in property management, reception, 
clerical work, the secretarial field in a business, medical, law office, or other appropriate setting.   
 
Good knowledge of general office practices and procedures, including business English and 
arithmetic.   
 
Ability to provide English to Spanish and Spanish to English verbal and written translations. 
 
Good skills in operating computer equipment, applicable Agency software, and general office 
machines. 
 
Ability to communicate clearly, concisely, orally and in writing. 
 
Good experience in working with a diverse population in person and by phone. 
 
Committed to principles of customer service and customer care in a variety of situations and 
circumstances. 
 
Ability to deal effectively with sensitive and confidential information. 
 
Ability to: understand and follow moderately complex written and oral instructions. 
 
Valid driver’s license and good driving record. 
 
Supervision Given and Received 
 
The Administrative Assistant for Property Management receives instructions primarily from the 
Property Management Supervisor.  Normally, the employee plans and carries out work activities 
with minimal supervision and independently resolves problems that arise.  The employee 
receives specific instructions when problems are brought to the attention of the supervisor and 
when the supervisor is contacted by the employee for direction.  The employee's work is 
reviewed for accuracy and compliance with Agency policies, federal, state, and local regulations 
and attainment of objectives. 
 
Guidelines 
 
Guidelines followed by the Administrative Assistant for Property Management include 
established policies and procedures, traditional practices, published laws, regulations, 
handbooks, codes, and ordinances.  Materials used vary with the project and the entities 
involved, and independent research is necessary depending on the activity requirements.  These 
guidelines cover most job-related situations and the employee is often required to use 
independent judgment in making decisions within established parameters and area of expertise.  
When unusual situations arise or when clarification or guidance is called for, the employee 
consults with and looks to the Property Management Supervisor for direction. 
 
Complexity 
 
The employee performs routine duties following established and specific Authority policies and 
procedures, applicable local, state, and federal regulations, traditional practices, and information 
from training and reference materials.  The course of actions is determined by the 
circumstances, assessment of critical issues, supervisor input, and by established procedures 
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and applicable regulations.  The employee may coordinate, integrate, and/or prioritize tasks.  
Routinely, the employee may adapt procedures to the circumstances and make decisions 
concerning resident or maintenance problems, collections, and property management issues 
using personal judgement based on prior experience. 
 
Scope and Effect 
 
Administrative Assistant are key employees in the management and operation of property 
management and their work affects residents, Agency profitability, community groups, and 
support agencies on a continuing basis.  Successful accomplishment of duties by the employee 
enhances the Agency’s image in the community and its ability to meet its overall mission of 
providing housing that is decent, safe, and sanitary. 
 
Personal Contacts 
 
Personal contacts are with all of the above persons and groups.  The purpose of such contacts is 
to obtain and provide information and verify, document and record information submitted by 
residents, and other Authority activities. 
 
Contact often requires negotiation and/or handling of controversial matters, and may include 
dealing with skeptical, uncooperative, unreceptive, and hostile individuals, and potentially volatile 
situations. 
 
Physical Demands 
 
Work is performed indoors and outdoors and involves physical exertion which entails walking 
long distances, climbing stairs, carrying, and reaching.  May also frequently stand for long 
periods at a time.  Requires the ability to effectively deal with on-call after-hours emergencies. 
 
Must be able to sit or stand for up to eight hours at a time while performing essential work duties. 
 
Must be able to bend, stoop, push, and pull in the performance of essential job-related duties 
(e.g. moving or carrying objects or materials). 
 
Must be able to use fingers bilaterally and unilaterally to operate job-related equipment. 
 
Must have vision and hearing corrected to be able to perform essential job functions. 
 
Must be able to work around various fumes, odors, and dusts. 
 
Must be able to perform essential job functions in an environment that will sometimes include 
increased levels of work-related stress. 
 
Must maintain punctuality and attendance as scheduled. 
 
Work Environment 
 
Work involves the normal risks or discomfort associated with an office environment and is 
usually in an area that is adequately cooled, heated, lighted, and ventilated, but also involves 
working outdoors during visits to housing developments, sites, dwellings, or facilities. 


