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DALLAS HOUSING AUTHORITY 

JOB DESCRIPTION

	TITLE:
	Physical Assets Manager
	JOB CODE: 
	

	PREPARED:
	April 2010
	FLSA:  Exempt
	

	
	
	
	


Summary:  Under general supervision of the Director of Asset Management, manages the maintenance functions and staff to achieve maximum operating efficiency of machinery and equipment; maintain physical assets in compliance with DHA goals and objects, state and federal laws, DHA policies and procedures, and; oversees contracting activities to ensure projects are completed within budget and project schedule.

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.

· Manages and directs the activities of the maintenance staff through appropriate delegation, managerial support, and work supervision; directs maintenance personnel to assure the proper physical condition of properties.

· Meets regularly with maintenance staff to offer technical assistance and support; analyzes and evaluates issues and proposals, develops recommendations and directs the implementation of solutions.

· Manages fleet of DHA vehicles; maintains an inventory of machinery, equipment,  tools and construction supplies, and; recommends cost saving measures and repair and/or replacement of equipment.

· Conducts inspections of properties for regulatory compliance of REAC, Contract Administrators’ physical property requirements and, DHA policies and procedures.

· Functions as liaison between capital programs and housing operations; oversees contractors and procurement processes for outside contracts, and; monitors outside contract budgets and project schedules.

· Coordinates maintenance efforts for the central office, and; ensures site preparation and set-up for special events to include but not limited to board of commissioners meetings, training sessions, etc.

· Reviews plans and specifications of projects; meets with contractors and vendors; executes construction and maintenance projects, and; submits invoices for payment and maintains files.

· Monitors budgets and expenditures for programs and services, coordinates information and assures effective communications between Departments and external groups.

· Counsels, trains and coaches staff; monitors work, develops staff skills, and evaluates performance.

· 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 applicable statues, rules, ordinances, codes and regulations.
· Knowledge of HUD and DHA residential and multi-family building codes, maintenance and health standards and inspection procedures.
· Knowledge of personnel rules and budgeting systems.
· Knowledge of the principles of record keeping and records management.
· Knowledge of occupational hazards and safety practices applicable to building maintenance and repair work.
· Knowledge of business and personal computers, and spreadsheet software applications.
· Skill in understanding, interpreting and applying relevant standards and procedures, and applicable Federal rules and regulations.
· Skill in supervising staff and coaching to improve staff performance.
· Skill in assessing and prioritizing multiple tasks, projects and demands.
· Skill in working under pressure of deadlines, and establishing and maintaining cooperative working relationships with other DHA staff.
· 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 Building Construction or a related field, and four (4) years of building maintenance and repair experience, including two (2) years supervisory experience; OR an equivalent combination of education and experience.

Valid Texas Driver’s License.
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