
 

HOUSING AUTHORITY OF SOUTH BEND 
Job Description 

  

Job Title:  Assistant Property Manager - Public Housing 

Department:  Public Housing 

Reports To:  Property Manager with Oversight of Director of Asset Management 

FLSA Status:  Exempt 

Work Schedule:  Generally works a nine hour shift 

O.T. Required:  Occasionally works evenings and weekends 

Prepared By:  Human Resources Department 

Prepared Date:  October 5, 2011—Revised  January 10, 2014 

Approved By:  Executive Director 

Approved Date:  January 16, 2014 

  

GENERAL PURPOSE  
To assist the Property Manager with the administrative duties and  responsibilities for Public Housing 

Programs while also promoting the welfare of  residents and clients of the HASB through supportive services 

and resources. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned. 

 

Performs all duties in accordance with the department’s and position’s performance standards. 

 

Accurately enters resident data into computer system, with no more than one (1) error per quarter.  Must 

respond to data errors in HAB, Inc. within twenty-four (24) hours and/or prior to submission to PIC to 

maintain integrity of the HASB database, and ensure full operating subsidy for the HASB. 

 

Corrects all fatal or needs fixing errors in HAB Inc. to prevent erroneous transmission of data to PIC with no 

more than one (1) error per quarter.  

 

Reviews all verified information to determine eligibility; accurately calculates rents, with no more than one (1) 

error per quarter. 

 

Executes leases with new residents within three business days of the unit becoming available for occupancy.  

 

Accurately performs annual and interim re-certifications for all program participants on a timely basis (no less 

than 90 days) including preparation of letters to landlords/clients and submission of third-party inquiries in a 

reasonable time with no exceptions. 

 

Prepares and notify Residents of rent changes within 30 days of completing the Annual or Interim 

Certification.   

 

Conducts unit inspections (move-in, move-out, semiannual, special, exterior) as required. 

 

Monitors and track 90 hours of Community Service, work closely with Maintenance staff  to ensure units are 

ready and rented within established time frame and that Work Orders are tracked, followed up on and 

monitored on an on-going basis. 

 

Conducts weekly scheduled visits to inspect the overall appearance of assigned properties/developments and 

submit weekly findings in a written format to the Property Manager. 

 

 

 



 

 

 

Visits individuals and families in their homes within the 1
st
 60 days to determine if any issues exist with the 

unit or tenant. 

 

Refers residents and clients to community resources and other organizations. 

 

Conducts pre-occupancy, new resident orientation workshops for residents. 

 

Conducts unit transfers as necessary, and in accordance with HASB policies and procedures. 

 

Promotes harmonious relationships between resident and staff, being firm yet fair in carrying out management 

responsibilities. 

 

Ensures that HUD regulations and HASB policies are applied accurately and consistently to all residents. 

 

Promotes and ensures customer/resident satisfaction with their housing and in their interactions with HASB 

staff, measured in terms of receiving no more than one (1) complaint per quarter. 

 

Complies records and prepare reports regarding residents. 

 

Represents HASB in the community. 

 

LEVEL OF CONTACTS  
Daily personal and telephone contact with other housing managers, housing inspectors, department manager, 

finance staff, Security staff, residents and clients.  Frequent personal, telephone and written contact with area 

employers, social service agencies and Legal Services.  Occasional personal, telephone and written contact 

with members of the Board of Commissioners, city and other government officials, and community 

representatives.   

 

REGULATIONS, POLICIES AND PROCEDURES 

HUD Rules and Regulations 

Public Housing Assessment System (PHAS) – Statutory Requirements 

Occupancy Handbook 

Local and state statutes relating to housing 

HASB Policies and Procedures 

 

SUPERVISORY RESPONSIBILITIES  
none 

 

DECISIONS MADE INDEPENDENTLY 

Resolution of resident problems/complaints 

  

DECISIONS REFERRED TO SUPERVISOR 

Complaints unable to handle independently 

All matters relating to the news media 

Inquiries from mayor, Congress, HUD 

 Decisions that could set an unfavorable precedent for the agency 

 

 

 

 

 

 



 

 

 

QUALIFICATIONS 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The 

requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential functions.  Must 

be able to access and understand the following reports:  Vacancy Report, Annual Re-certification Report by 

Development, Tenant Statistical Report, Tenant Listing Report, Inspection Report, and Community Service 

Report. 

 

EDUCATION and/or EXPERIENCE  
High School Diploma/GED required.  Associates Degree preferred.  Two years of progressively responsible 

work experience in public housing and or other community service agency; or equivalent combination of 

education and experience.   

 

LANGUAGE SKILLS  
Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and 

procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively before 

groups of residents or employees of HASB. 

 

MATHEMATICAL SKILLS  
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, 

and decimals.  Ability to compute rate, ratio, and percent and to draw and interpret bar graphs. 

 

REASONING ABILITY  
Ability to solve practical problems and deal with a variety of concrete variables in situations where only 

limited standardization exists.  

 

CERTIFICATES, LICENSES, REGISTRATIONS 

Must be a Certified Public Housing Manager or possess the ability to become certified within one year of 

appointment to position.  Must have a valid driver's license and must be insurable under HASB's automobile 

insurance. 

 

OTHER SKILLS AND QUALIFICATIONS  
Must have experience working with IBM compatible computer software such as Microsoft Word, Excel, 

Access, and Outlook.  Must exhibit good judgment, maintain confidentiality, be diplomatic and be able to 

relate to persons of all ethnic and economic backgrounds.  Must be able to work with limited supervision, and 

be able to work flexible hours including evenings and weekends, when required.  Must have a working 

telephone. 

 

MACHINES, TOOLS USED 

Computer input/output device 

Calculator 

Automobile 

Fax machine 

Photocopier 

 

 

PHYSICAL DEMANDS 

The physical demands described here are representative of those that must be met by an employee to 

successfully perform the essential functions of this job. Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions. 

 

 



 

 

 

 

While performing the duties of this job, the employee is regularly required to talk or hear.  The employee 

frequently is required to sit. The employee is occasionally required to stand; walk; use hands to finger, handle, 

or feel; reach with hands and arms; and stoop, kneel, crouch, or crawl.  The employee must occasionally lift 

and/or move up to 25 pounds.  Specific vision abilities required by this job include close vision, distance 

vision, color vision, peripheral vision, depth perception, and ability to adjust focus. 

 

WORK ENVIRONMENT 

The work environment characteristics described here are representative of those an employee encounters while 

performing the essential functions of this job. Reasonable accommodations may be made to enable individuals 

with disabilities to perform the essential functions. 

 

While performing the duties of this job, the employee is occasionally exposed to wet and/or humid 

conditions, outside weather conditions, extreme cold, and extreme heat.  The noise level in the work 

environment is usually moderate.  


