JOB DESCRIPTION - Secretary/Receptionist 

Job Overview:

This employee is responsible for the majority of clerical duties involved with maintaining an efficient office operation. This position requires excellent knowledge of letter writing, accounting, basic office routines, computer skills, good telephone skills, above average people skills, and the ability to organize and follow through with detail work. Must exhibit leadership skills.

Specific Job Functions


1.
up date and balance on a daily, weekly, monthly basis, rental register


2.
collect and deposit rent receipts on a daily basis


3.
interview applicants for housing and prepare and process applications for 


occupancy


4.
mail letters of acceptance or rejection of applications


5.
prepare Form-50058 for data processing


6.
re-certify tenants for occupancy on an annual basis


7.
process past due notices on a bi-monthly bases on rent charges


8.
prepare semi-annual basis MBE report


9.
on a monthly basis calculate natural gas billing for tenants and post to 



rental register and gas register


10.
assist tenants with reasonable requests for assistance with various 



documents


11.
assist Executive Director with other duties as requested


12.
report all violations of rules, criminal activity, or other activities to the 



Executive Director


13.
General receptionist duties include answering phones and greeting clients

