Regional Manager of Property Management – DC/MD

Columbus Property Management, a member of Mission First Housing Group is seeking a Regional Manager of Property Management for its DC/MD portfolio.
Position Summary: 

Regional Manager of Property Management is responsible for property management operations of DC/MD portfolio.  Ensures compliance with all LIHTC Affordable Housing requirements as well as other requirements imposed by sponsors, programs, lenders, and funding sources of CPM and/or its respective related entities.
Duties and Responsibilities
· Develop, implement, and monitor effective programs designed to provide the appropriate level of customer service at each of the assigned communities consistent with CPM policies and standards.

· Resolve employee relation issues and provide developmental support to subordinates via coaching, counseling, and training. Identify succession candidates and design career development plans as appropriate.

· Manage continuous improvement efforts within by identifying and implementing initiatives to improve the overall maintenance operation at each of the assigned communities and the portfolio overall.

· Manage customer service and workflow issues at the community or portfolio level through analysis of data available in Yardi. Identify solutions to customer service and workflow challenges and monitor the effectiveness of implemented solutions.

· Manage the communication of information top down and bottom up to ensure that corporate and on-site personnel are aware of operations issues.

· Conduct regular property inspections.

· Oversee daily activities of property managers.

· Collect weekly and monthly reports from managers and make sure that reports are accurate and submitted in a timely manner.

· Review delinquency/prepaid report balances are accurate and make certain that property managers are diligent about pursing delinquent balances.

· Review Yardi reports to confirm the timely processing of recertifications.

· Review Yardi reports to confirm the proper posting of all HAP monies.

· Manage site staff's hours.

· Maintain copies of all reports in a neat and organized manner.

· Monitor resident move-ins and move outs.

· Oversight of all leasing and marketing efforts across the portfolio.

· Monitor vacancy levels across the portfolio and take proactive measures to maintain full occupancy.

· Manage unit turnovers to make sure they are being done in agreement with the turn schedule.

· Oversight and responsibility for all initial lease ups and related marketing.

· Maintain all property certifications and licenses.

· Review financial reports including monthly variance reports.

· Monitor monthly financial reports to identify any increases in accounts receivables.

· Coordinate with District Manager - Facilities to ensure timely attention and repair of all property violation notices.

· Assist Community Managers with the preparation of accurate annual operating budgets.

· Monitor income and expenses in relation to approved operating budgets. Take necessary steps to ensure that sites stay within budget.

· Correspond with tenants and resolve issues as they arise in a timely manner.

· Conduct training of property managers as needed.
Skills Required: Extensive computer experience with accounting, spreadsheet and relational database software, Yardi knowledge helpful. Problem resolution and communications skills are essential.  Must be able to multi-task in an environment with a rapidly changing environment.  Working knowledge of applicable landlord/tenant laws, Fair Housing mandates and other legal issues affecting property management. Must possess a strong sense of ownership, detail oriented and be results driven. Excellent customer service, interpersonal, communication and analytical skills required.
Education and Experience:  Bachelor’s degree along with a minimum of 7 years relevant experience in affordable, LIHTC, HOME, and/or HUD PRAC, required: D.C. affordable housing experience preferred.  Minimum 5-year supervisory experience required.  Capable of quick learning and staying up to date with the knowledge of agencies (federal, state and local), funders, lenders and other entities’ rules and regulations related to the affordable housing industry.  Certifications in low income housing tax credit compliance and affordable housing management preferred

Benefits

· Medical insurance 
· Dental insurance (Company Paid)
· 403B (Company Paid)
· Life Insurance (Company Paid)

· Short and long term disability (Company Paid)
· Paid Time Off

To apply, please forward resume to Cavery@missionfirsthousing.org
Columbus Property Management is an Equal Opportunity Employer. 

