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Job Opening Announcement 

June 16, 2020 

 

Assistant Property Manager 
 

Job Status: Full-Time 

Shift: 8:00 AM - 4:00 PM 

Days: Mon., Tue., Wed., Thu., Fri. 

Details: Posted on Tuesday, June 16, 2020 and closes on Tuesday, July 7, 2020 at 4:00pm 

 

The Bloomington Housing Authority is seeking a full-time (35 hours), experienced Assistant Property 

Manager to provide support and oversight of its real estate portfolio. Our ideal candidate would be 

familiar with the affordable housing industry and compliance regulations of Section 42 Low Income 

Housing Tax Credit (LIHTC), Section 8 and Public Housing. Ideal candidate exhibits proficiency in 

financial reporting and planning, coordination with maintenance and office personnel, landlord/tenant 

relations, collecting and depositing rent payments, financial analysis, and processing re-certifications. 

This position operates within and contributes to an environment in compliance with Fair Housing laws 

and Equal Employment Opportunity. 

 

Primary Responsibilities: 

The position duties and responsibilities below describe the general nature and scope of work. Other 

responsibilities, duties, and skills may be required and assigned, as needed.  

 Managing resident initial, annual and interim re-certifications, rent adjustments, occupancy level, 

customer satisfaction, REAC/Agency Inspections, etc; 

 Review and complete resident files, enforce lease and process legal activities;  

 Perform back up duties to property manager in their absence and keep the property manager 

informed of resident requests and activities;  

 Review tenant's accounts and other bookkeeping activities and complete monthly reports as 

necessary; 

 Collect 98% outstanding Tenant Accounts Receivables monthly;  

 Participate in the annual budget process for each property;  

 Attend all staff training and development and further develop skills for advancement;  

 Handle residents’ complaints and requests in a professional manner;  

 Demonstrate a professional appearance and attitude;  

 Coordinate resident services with the Resident Services Coordinator and with the Director; 

 Assist Property Manager in preparation for all site REAC reviews, Management and Occupancy 

Reviews (MOR), Investor Site Reviews, and LIHTC reviews; and 

 Appear in Court for eviction proceedings. 

 

Behavioral Skills:  

 Ability to effectively collaborate with property personnel;  
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 Thrive under pressure in a fast paced environment;  

 Self-directed with the ability to successfully solve problems independently;  

 Ability to make sound decisions; 

 Establish and maintain good working relationships with others;  

 Strong analytical abilities; 

 Detailed oriented; 

 Ability to manage ever changing priorities (multi- task);  

 Communicate well with others (oral and written) with good organizational skills;  

 Excellent attendance record;  

 Able to give and receive constructive criticism, and  

 Ability to embrace change.  
 

Essential Skills and Abilities:  

 Technical Skills: Knowledge of the principles and practices of affordable housing including: 

Section 42 Low Income Housing Tax Credits, HUD's PBV Section 8 program, federal, state, and 

local laws and regulations governing housing operations. Ability to read and interpret BHA's 

Tenant Selection Plan (TSP), house rules, HUD's Handbooks, and related policies and 

procedures. Knowledge of rent calculations, eligibility, verifications, re-certifications, tenant 

screening and Fair Housing laws.  

 Physical Skills: Ability to perform work with or without an accommodation that requires sitting, 

standing and walking, dexterity of hands and clarity of vision, speech and hearing and powers of 

observation; other physical duties as required.  

 Financial Skills: Knowledge of general accounting practices and budgeting; ability to accurately 

perform mathematical computation, calculate amounts and rates, and the ability to understand 

financial statements and budgets.  

 Administrative Skills: General office duties, answering phones, creating memos, email 

correspondence, able to operating common office equipment.  

 Analytical Skills: Ability to use data for the re-certification process, ability to determine resident 

turnover and reasons why residents are moving, ability to determine resident needs. 

 Communication/Language Skills: Ability to communicate with residents, other site-level staff, 

vendors and contractors. 

 Computer Skills: Outlook, Excel, Word, Internet, Property Management Database Software. 

 Coordinating Skills: Ability to organize and maintain tenant files, coordinate monthly activities 

and help maintain waiting list. 

 Creative Skills: Ability to design flyers, calendars, bulletin boards, activities and forms; ability 

to promote property through marketing and leasing efforts. 

 Leadership Skills: Ability to stay motivated and operate as a team; ability to take initiative and 

delegate work to others; ability to handle emergency situations. 

 Mathematical Skills: Ability to calculate social security rates, income, rent payments and pro-

rations. 

 Other Skills: Confidentiality, accuracy, customer service, patience, professionalism, teamwork. 

Other Requirements: 

 Ability to obtain Public Housing Occupancy Certification, RAD PBV Specialist Certifications, 

LIHTC Compliance Certifications   

 

Working Conditions: 

 Work is typically performed in a normal office environment with moderate noise level. Use of 

computer and general office equipment. Use of automobile. Walking is required for property 
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tours and may expose one to weather conditions. It may be necessary to lift weights up to 25 

pounds. 

 

Qualifications: 

 Education: Associate’s degree (A.A.) from a vocational school, college/university or 2-3 years 

of job related experience preferred. Must demonstrate literacy in the English language including 

reading. 

 Experience: One to two years of related experience and/or training. Experience in HUD and 

LIHTC property management highly preferred. 

 Certificates & Licenses: Valid State Issued Drivers’ License and insured, TaCC preferred. 

 Other Requirements: Authorized to work in the United States (The BHA validates authorization 

to work using eVerify.) 

 

Benefits: 

 401(k) Retirement  

 Health Insurance 

 Health Savings Account contribution  

 Dental Insurance 

 Vision Insurance 

 Employee Assistance Program 

 Life Insurance 

 Paid Time Off 

 Personal Time 

 Paid Holidays 

Salary Range: $17.05-$23.61/ hourly  

How to Apply: Interested applicants should submit a cover letter and resume to Amber Skoby, 

Executive Director at askoby@blha.net.  

About BHA: The Bloomington Housing Authority was established in 1961 while its first development of 

affordable housing units was completed in 1968. Currently, the BHA employs a staff of 29 employees 

and provides housing assistance to over 2,500 Monroe County households each year. The BHA operates 

three affordable housing communities and provides more than 1,300 Housing Choice Vouchers, also 

known as Section 8, that allow income eligible families to rent in the private market. Along with housing 

assistance, the BHA maintains active service coordination programs including the Family Self-

Sufficiency Program and Community of Empowerment Program. In July 2018, the BHA released its 

current Strategic Direction 2018-2030 Plan called “Bloomington Housing Forward” which outlined 

affordable housing portfolio preservation and improvements through the RAD program among many 

other goals.  
 

BHA is an equal opportunity employer and does not discriminate against any employee or applicant 

because of race, color, sex, religion, age, sexual orientation, familial status, disability, handicap, national 

origin, ancestry, gender identity, veteran status, military status, housing status or any status protected 

under federal, state or local law.  
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