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                                                     Affordable Housing Property Manager  

 

 
The Franklin County Regional Housing and Redevelopment Authority (HRA) serves the housing and 
community development needs of the twenty-six towns of Franklin County in northwestern 
Massachusetts. We work with residents to successfully access a wide variety of housing resources. We 
also work with the municipalities of Franklin County to apply for and administer grant funding for various 
infrastructure and community development projects. 
 
Under the direction of the Director of Property Management the Property Manager is responsible for 

overall resident management duties at public and private affordable housing properties owned and/or 

managed by HRA.  The Property Manager is responsible for implementing management procedures, 

policies and regulations.  The Property Manager works closely with the Director of Property 

Management, tenants, service providers and local officials, as well as maintenance staff assigned to 

the properties. 

 

 
PRINCIPAL DUTIES: 

 

1.  Assist individuals with applications for affordable properties owned and managed by HRA. 

Determine eligibility, conduct income verification, and perform rental history, reference, credit 

and criminal background checks.   

 

2. Show apartments to eligible tenants.  Conduct tenant orientations and prepare and sign leases.  

 

3. Calculate and collect security deposits and rents.   

 

4. Work closely with the financial department ensuring proper applications of security and rental 

payments for assigned locations and clients.  

 

5. Respond to communication from tenants.  Facilitate resolution of tenant problems and 

complaints.  Assist tenants in identifying supportive services.  Participate in tenant grievance 

hearings. Refer tenants to supportive services to assist them in maintaining tenancies as needed.   

 

6. Initiate and pursue damage claims and evictions.  Work with attorneys and represent HRA in 

Housing Court as required.   

 

7. Maintain accurate and up-to-date tenant files for properties managed, including but not limited 

to initiating and completing the annual recertification process. 

 

8. Work closely with the maintenance staff to monitor buildings and grounds of assigned properties 

for cleanliness and general maintenance.  Visit assigned properties regularly to assess tenant 

property care.  Prepare work orders for maintenance staff as needed.   

 

9. Maintain tenant waiting lists for properties owned and managed by HRA.   



 

 

 

10. Work with Director of Property Management to review and analyze financial reports and needs. 

 

11. Prepare or assist in preparing reports required by funders and regulatory agencies.  

 

12. Respond to property and tenant emergencies as required, including outside regular office hours 

during nights and weekends if needed.   

 

13. Other duties as assigned. 

 

 
GENERAL QUALIFICATIONS: 

 

1. Demonstrated people skills.  Ability to develop and maintain professional working relationships 

with tenants, tenant organizations, service providers, vendors, local and state officials, funders 

and colleagues.   

 

2. Demonstrated excellent written and verbal communication skills.  

 

3. Demonstrated strong quantitative skills.  Ability to calculate rents based on income and prepare 

and monitor simple financial reports.  

 

4. Demonstrated good organizational skills and attention to detail.  Ability to maintain filing systems 

and records required by different programs. 

 

5. Demonstrated judgment and ability to maintain professional boundaries with clients.   

 

6. Demonstrated ability to read and understand local, state and federal laws and regulations. 

 

7. Demonstrated familiarity and facility with the Microsoft Office suite of software. 

 

8.  Ability to work with HAB a plus  

 

9. Physical ability to access, visually assess and physically inspect all floors of multi-story properties 

without elevator required. 

 

 
10. Valid Massachusetts driver’s license, good driving record and access to reliable transportation 

required.  Must be able and willing to drive to properties across Franklin County on a regular 

basis, including responding to property and/or tenant emergencies outside of regular office 

hours on nights and weekends.   

 

 

MINIMUM EDUCATION AND EXPERIENCE:  

 

1. High school diploma or equivalent required.  Two- or four-year college degree preferred.   

 

2. Two years’ experience with residential rental housing management or related field required, 

including rent collection and relevant record keeping, and maintenance of accurate client files. 

 

3. Experience with managing affordable and subsidized housing properties strongly preferred.  

Experience in public and/or supportive housing projects a plus.   



 

 

 

4. Certification in Low Income Housing Tax Credit program by the Spectrum Companies (can be 

completed at HRA’s cost within twelve months of hire). 

 

5. Spanish, Russian or Moldovan language skills a plus.   

 
  

 

Salary and benefits are according to state and federal law, Board approved personnel policies and 

budget. HRA is an Equal Opportunity/Affirmative Action employer. 

 
Board Approved: 07/09/2018 Vote #-17-180 

 


