JOB DESCRIPTION:	Leasing & Occupancy Coordinator 
DEPARTMENT:	Public Housing 	REPORTS TO:	Executive Director
PAY RANGE:	$22-$25		HOURS OF WORK:  Part-Time	
SUPERVISES:	None
Job Summary
We are seeking a dynamic and dedicated Leasing and Occupancy Coordinator to join our team! In this vital role, you will oversee the leasing process, ensure smooth occupancy management and foster positive relationships with residents and prospective tenants. Your energetic approach will help maximize occupancy rates, ensure compliance with housing regulations, and support residents throughout their leasing journey. This position offers an exciting opportunity to make a meaningful impact on affordable housing and community development.
Responsibilities
· Manage the entire leasing cycle, from marketing available units to conducting property tours for prospective tenants.
· Ensure all leasing documentation complies with Public Housing policies and regulations, Fair Housing regulations, and landlord-tenant law.
· Review lease terms with applicants, balancing tenant needs with property policies and legal requirements.
· Coordinate occupancy schedules, move-ins, move-outs, and vacancy turnovers efficiently to maximize occupancy rates.
· Coordinate and Process Annual Recertifications.
· Manages front window inquires and questions.
· Manages tenant complaints.
· Excellent communication abilities with the public, tenants and staff.
· Maintain accurate records using property management software such as PHA-WEB, Yardi or OneSite, including lease agreements, annual recertification, tenant files, and occupancy reports.
· Able to travel between sites when conducting Annual Recertifications.
· Provide crisis intervention support when needed, addressing tenant concerns related to addiction counseling or social work issues with sensitivity and professionalism.
· Conduct regular property inspections to ensure compliance with safety standards and manage any crisis situations or urgent maintenance needs.
· Stay informed on updates to Fair Housing regulations, Public Housing Policies, and other relevant legal requirements to ensure ongoing compliance.
· Collaborate with social service agencies and community partners to support residents facing challenges such as addiction or housing insecurity through motivational interviewing and crisis management techniques.

Requirements
· Proven experience in property management or leasing roles within affordable housing settings.
· Knowledge of Public Housing programs, Section 8 housing vouchers, Fair Housing regulations, and landlord-tenant law.
· Strong leasing and annual recertification skills coupled with excellent communication abilities.
· Ability to travel between two properties for Annual Recertifications.
· Experience with property management software such as Yardi or OneSite is highly preferred.
· Ability to address and respond to tenant conflicts.
· Ability to handle crisis situations effectively through crisis intervention strategies and crisis management skills.
· Background in social work or addiction counseling is a plus for supporting resident well-being.
· Familiarity with Public Housing, Section 8 program operations and compliance requirements.
· Demonstrated understanding of fair housing laws and ethical leasing practices. Join us in creating vibrant communities by providing exceptional leasing services while supporting residents' needs through compassionate engagement and expert knowledge!

