COLUMBUS PROPERTY MANAGEMENT & DEVELOPMENT, INC.

Job Description

Program/Department

Columbus Property Management / D2 – Washington DC/Maryland
_________________________________________________________________________________________________
Job Title: District Manager District 2     


Reports to: Regional Property Manager


____________________________________________________________________________________________________
Position Summary:  The District Manager is responsible for overseeing a portfolio of properties in the District of Columbia/Maryland region seeking to maximize net operating income in accordance with project budgets and management plan and minimize individual vacancies.  This position supports Mission First’s mission in managing affordable, safe and equitable homes while supporting residents and strengthening communities.
_________________________________________________________________________________________________
Duties and Responsibilities: 
· Oversee daily activities of community managers ensuring their familiarity and compliance with regulations and policies & procedures.  Conduct regular (not less than bi-monthly) site visits, completing site visit checklists insuring properties are well maintained, ready for leasing, and maximizing all revenue opportunities.
· Oversee portfolio leasing and marketing activities, insuring compliance with fair housing, development of waitlists for all properties, expedient unit turnover with the end goal of minimizing any vacancies.

· Track resident recertifications, rent increases and delinquencies, ensuring appropriate actions are taken in response to any delinquencies.   Monitor accuracy of tenant and HAP ledgers.
· Review monthly financial reports for completion and accuracy. Notify Community Managers of trends and areas for improvement.  Coordinate action plans.   Oversee accurate and timely preparation and submission of reserve withdrawals
· Oversee timely preparation of accurate annual operating budgets.   

· Understand financing structure, and reporting policies and procedures as related to investor and public reporting and assist the accounting, compliance and asset management teams with providing data for reporting.    Insure sites are prepared for all inspection, audits, MORs and REACs. 
· Serve as community liaison internally and externally.  Engage with residents, serving as the first level of appeal for any resident grievances or concerns.  Track resident issues and respond as needed.  Ensure community managers are providing high levels of customer service at each of the assigned properties consistent with CPM policies and standards.  Attend resident meetings.  Engage with key community neighborhood associations and partners including the Housing Authority, police, and service providers.  Coordinate with CPM Resident Services team.
· Oversee portfolio’s hiring and onboarding process, and develop training opportunities for all staff, insuring certification opportunities are pursued as required under hiring guidelines. 
Skills Required: Extensive computer experience with accounting, spreadsheet and relational database software, Yardi software knowledge a must.  Problem resolution and communication 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 results driven. Excellent customer service, interpersonal, communication and analytical skills required. Must be licensed to drive an automobile and have access to an insured motor vehicle that will be used daily to preform duties.  
Education and Experience:  Bachelor’s degree preferred but not required.  Seven+ years relevant experience in affordable required.   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.  DC Property Management license required or must be obtained within 90 days.  LIHTC, COS, EIV certifications required or must be obtained within 90 days. CPM preferred.
Essential Functions: ((E) capable of sitting and standing for a minimum of one and one half (1.5) hours; (E) ability to function in a regular office environment, (E) flexible in terms of hours worked to get projects completed/meet deadlines, (E) basic knowledge of financial reports.

Boundary of Authority:


Reports to:


Regional Director of Property Management
Supervises:
Community Management Staff
Internal Contacts:

All Staff

External Contacts:
Lenders, financial institutions, limited partners, government agencies and others as directed.
_________________________________________________

_____/_____/____

Approved Director (Print Name and Sign Name)




Date

_________________________________________________

_____/_____/____

Supervisor (Print Name and Sign Name)





Date

_________________________________________________

_____/_____/____

Employee (Reviewed and Understood – Print and Sign Name)


Date
