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Position Title:	Team Leader for Housing Management			

Reports To:	Director of Operations 					Location: Varies

I. Position Summary:

The Team Leader for Housing Managers serves as the point person for Cathedral Square’s Property Management staff and provides support and guidance to SASH Coordinators regarding lease enforcement. The Team Leader supervises and provides general oversight of all Property Managers. The Team Leader will step in to fill Property Managers absences as needed. They are responsible for overseeing the overarching operations at the properties within their Team, reviews each property’s annual operating budget(s) and oversight of expenses, facilitates staff meetings among the Team, supports Team members with any areas of concern, helps to enforce the lease as needed, and communicates and problem solves with CS staff regarding financial, property, or resident concerns.

II. Principle Responsibilities:

1. Responsible for Oversight of Lease Enforcement, Evictions and Legal in all CS Communities
· In collaboration with the Team Leaders, Housing Training and Case Specialist and OCM Manager, advise and provide technical support to Property Managers and SASH Coordinators on the resident eviction process including issuing the appropriate documentation, working with legal counsel, and representing CS.
· Reviews resident and non-payment issues with Team Leaders to ensure procedures have been followed and documented to begin Notice to Vacate.
· Sends all NTQs?, submit NTQ, conduct resident eviction appeals. 
· Effectively communicates with Attorney regarding court cases.
· When needed, negotiates Fair Housing Discrimination cases.
· Collaborates with Team Leaders and Housing Training and Case Specialist to provide training on CS Operations Manual and Housing Management specific responsibilities for SASH Coordinators and Property Managers, such as enforcing compliance with resident leases and handbooks, mediating resident disputes, 
· Collaborates with SHINES Coach, Housing Training and Case Specialist and OCM Manager on all eviction proceedings and hiring of legal counsel. 
· Attends meetings and collaborates with outside organizations supporting residents who are at risk of losing their housing with CS through eviction. 
· Participates in referral process to provide support through collaboration with site staff, SHINES Coach, Housing Training and Case Specialist and outside organizations for appropriate communities experiencing housing challenges.  

2. OCM Support 
· Oversees recertification process. Checks BostonPost monthly to ensure that all residents who need recertification have been recertified.
· Travels to the site and obtains signatures on recertification papers as needed to assist Compliance and Occupancy Specialists.
· Ensures all necessary recertification documentation, regulatory/compliance documents and BP forms and letters are current and in order.
· Notifies appropriate staff of compliance updates and changes.
· Answers resident questions regarding regulations 
· Receives and processes Reasonable Accommodations. Works with OCM manager to review reasonable accommodation requests and works with other departments to oversee any approved reasonable accommodations.
 
3. Responsible for Oversight of Properties with property management staff.  
· Maintains visibility and good communications with staff and residents.  Responds timely to property/resident concerns and issues.
· Enforces compliance with resident leases and property rules.
· Prepares for and attends property Board meetings as appropriate. 
· Acts as the contact for ANEW Place at Independence Place and works with them to ensure compliance at this property.
· Reviews annual operating budget(s) for all properties within the PM Team. 
· Approves property expenditures. 
· Regularly inspects property building and grounds.
· Communicates with the Maintenance Department any unresolved work order concerns, property maintenance issues, capital expenditures and reasonable accommodation requests.
· Attends weekly CORE meeting with Team Leaders, OCM Manager, Maintenance and Director of Operations
· Participates in Homeless Preference reviews as presented by OCM
· Participates in planning and facilitating of meetings for Resident on Calls, Emergency Response Planning Committee
· Promotes and coordinates positive resident relations through collaboration with SASH and SHINES programs 

4. Supervises Direct Reports
· Hires, trains, evaluates, coaches, disciplines, and provides on-going support and feedback to direct reports.
· Approves time off requests and determines staff schedule.
· Approves employee timesheets and mileage reimbursement through Evoclock.
· Conducts Team staff meetings as needed and keeps employee informed of CS information.
· Reviews all training and networking opportunities for staff
· Coordinates staff appreciation throughout the year

4.  Oversees Financial Stability of Properties
· Reviews monthly financial statements to ensure expenses are in alignment with the property budget
· Works with the Occupancy and Compliance Department to communicate resident issues as related to billing and re-certification. 
· Review, approve and submit petty cash credit card receipts to accounting.
· Manages grant and funding reconciliation, reporting, and continued funding for South Burlington Community Housing.

5.  Promotes a Sense of Community
· Proactively responds to the underlying causes of resident or community problems and/or issues as requested through a referral made by the SASH Coordinator and prioritized by CORE Team.
· Facilitates resident meetings as needed for lease education, community updates and concerns. 
· Attends family/resident meetings as needed.

6.  Performs Other General Duties:
· Works independently and as part of a team to carry out job duties.
· Communicates in a positive and respectful manner with residents, co-workers, visitors, and family members.
· Attends CS staff meetings.
· May fill in for other Team Leaders as needed.

III. Cathedral Square Standards of Conduct:
· Demonstrates a commitment to the mission and values of CS.
· Demonstrates respectful and effective communication with co-workers, residents, families and vendors.
· Protects the privacy and confidentiality of information related to residents, families, staff and general CS operations.
· Communicates a positive image about CS to the community.
· Conducts him/herself in a safe manner by adhering to all safety practices, rules and standards throughout the work day.
· Demonstrates a commitment to quality and proactively seeks to make improvements to systems and processes.
· Maintains a professional appearance that is appropriate for their position.
· Reports to work on time, completes time card accurately in Evoclock, provides advance notice for time off, and appropriately manages CTO time.
· Demonstrates a commitment to integrity in work habits and use of CS resources.
· CS’s mission and operations require that an employee is prepared to perform duties as assigned that may be outside their principal responsibilities.  

IV. Minimum Qualifications:
Degree in Social Work, Business or related field preferred.  At least five years of experience in property management, business management and/or human services is preferred.  Prior experience working with older adults or individuals with disabilities and knowledge of community services is required.  Must possess excellent interpersonal communication skills and be able to relate to a wide variety of people.  The ability to respond appropriately to emergency situations and display good decision-making abilities is critical to the success of this position.  Superior time management and multi-tasking skills are essential. Must possess good analytical reasoning and computer skills.  Must possess a valid driver’s license and use of reliable transportation.  

V. Working Conditions and Physical Demands:
· Must be able to self-direct.
· Exposure to chemicals and cleaning solutions.
· Lift/push up to 25 pounds.*
· Exposure to body fluids, infection, odors, and behavior of residents.
· Must be adaptable to working in a high stress work environment.
· Requires frequent travel to various properties.
· Requires on-call coverage as needed
  

Note:  Non-Essential Duties are noted with an asterisk.
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Employee Name (printed)_____________________________________

Employee Signature__________________________________________	
					
Date:__________________
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Cathedral Square is a nonprofit, 501(c)3 organization and an equal-opportunity
employer and housing provider. Since 1977, we have worked to create a better Vermont
by providing affordable, service-enriched homes to older Vermonters

L\ and people with special needs. Our organization and our communities
(J are welcoming and inclusive, embracing diversity in all its forms. e v
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