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DALLAS HOUSING AUTHORITY 

JOB DESCRIPTION

	TITLE:
	Community Asset Manager I/II
	JOB CODE: 2509/2510
	

	PREPARED:
	January 2006; revised March 2010
	FLSA:  Exempt
	

	
	
	
	


Summary:  Under general supervision, manages and maintains a public housing property according to DHA policy and standards; responds to requests for information within the scope of authority.

Essential Job Functions:  The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this classification.  Shown are duties intended to provide a representative summary of the major duties and responsibilities. Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, position-specific duties.
· Collects rent and other charges, posts entries on the computer system, and follows additional rent collection guidelines.  

· Completes annual and housekeeping inspections; assures units have been properly made ready in a timely manner and occupancy is maintained at DHA standards. 

· Coordinate unit lease up activities to maintain a minimum of 97% occupancy and 95% PIC reporting rate.

· Executes work orders to ensure timely and adequate maintenance of property, and; tracking of work orders to promote cost effective maintenance measures and replacement of appliances and equipment as necessary.
· Maintain the physical integrity of the property at a REAC score of 85 or better.

· Supervise site staff to include office support and maintenance staff.

· Shows and leases units to prospective residents, including orientation discussion at the time of lease signing; manages resident move-in, move-out, transfer, and eviction procedures.
· Responds to resident questions and inquiries; attends monthly resident meetings and other meetings as necessary; resolves tenant complaints in accordance with DHA policy.
· Enforces the requirements of the lease; investigates and mediates complaints and disruptive situations; registers and monitors resident vehicles on property.

· Coordinates with police or security officers on property; updates incident reports.
· Walk grounds and buildings to assure they are kept in a safe, sanitary and decent manner.  

· Performs clerical and administrative duties, including data entry, preparing and processing various documents, and maintaining files.

· Updates and maintains client database, resident files and coordinate annual recertification of residents.
· Coordinates and schedules meetings and appointments as requested.
· Explains nature of DHA programs, procedures and services to clients; maintains absolute confidentiality of work-related issues, client records and DHA information.

· Supports the relationship between DHA and the constituent population by demonstrating courteous and cooperative behavior when interacting with clients, visitors, and DHA staff.

· Enthusiastically promotes the President/CEO’s priorities for the operations of DHA.

· Performs other duties as assigned or required. 

Knowledge and Skills:

· Knowledge of DHA organization, operations, policies and procedures.

· Knowledge of HUD regulations pertaining to various housing programs.

· Knowledge of HUD and DHA residential and multi-family building codes, maintenance and health standards, and inspection procedures.

· Knowledge of basic principles of record keeping, case files and records management.

· Skill in establishing cooperative working relationships with employees and the general public. 

· Skill in operating a personal computer utilizing a variety of business software.

· Skill in effective communication, both verbal and written.

· Skill in interacting with people of different social, economic, and ethnic backgrounds.

MINIMUM QUALIFICATIONS:

Bachelor’s degree in Business or Public Administration or a related field; AND one (1) year of property management experience required; OR an equivalent combination of education and experience.

Valid Texas State Drivers License required.

Certification in Rent Calculation/Public Housing Occupancy. 

The positions in this job class are divided into the following grades which reflect current differences in level of difficulty and responsibilities of the manager’s job in terms of the number of dwelling units operated:

Community Housing Manager I …170 Units or less

Community Housing Manager II …171 Units or more

2509-2510 Asset Manager I-II.doc  

January 2006
2509-2510 Asset Manager I-II.doc

January 2006

