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Property Supervisor 

Under the general direction of the Portfolio Manager(s); oversees and coordinates all 

Property Management activities associated with multiple-building sites.  

 

Performs duties that contribute to the overall success of the property, coordinates and 

develops a safe and engaged community, solves practical problems and deals with a variety 

of unpredictable situations where limited standardization exists. On-site residence may be 

required. 

 

Essential Functions 

 Be knowledgeable of and operate within the provisions of LIHTC and HUD 

regulations; California State Landlord Tenant, Fair Housing and ADA laws.  

  

 Prepare Annual Re-Certifications, maintain compliance with all program regulations, 

required reports and certifications. 
 

 Maintain all resident files in compliance with regulations and laws, including 

utilization of property management software. 
 

 Assist with occupancy management including move in/out inspections, preparation of 

vacant units, apartment showing, annual unit inspections and other inspections per 

company policy and procedure, etc.  
 

 Contribute to resident retention programs by conducting mandatary tenant 

meetings, participating in tenant educational meetings, planning and executing 

tenant social events a minimum of twice per year, and by promoting and initiating 

resident activities.  
 

 Assist residents with situational issues and provide referrals to resident services 

department.  
 

 Distribute information and correspondence to residents. 
 

 Enforce lease violations with the support of Property Management. Report any 

suspected unauthorized persons or activity. 
 

 Meticulously maintain curb appeal of the assigned complexes. Inspect properties 

physically a minimum of once per week to maintain the standards of the agency.  

Report security concerns, unsafe conditions, repairs and landscape needs. 
 

 Work in collaboration with the maintenance department to coordinate work orders 

and obtain proposals from vendors. Facilitate and assist maintenance as needed 

when meeting vendors or contractors at the property.  
 

 Respond to emergency situations during work hours such as medical, police, fire 

emergencies and take appropriate action including contact emergency services 

(911), evacuate building, etc. May be required to be available after hours to respond 

to emergency situations (often the emergency will be called into the after-hours 

emergency call center). 
 

 Conduct new tenant welcome, property tour and lease orientation meetings. 
 

 Maintain regular contact with HASLO. Attend meetings, trainings and seminars as 

required. 
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 Represent the community in a professional manner at all times-on/off property. 
 

 Property Supervisors that reside on site must maintain a reasonable presence at the 

assigned development during evenings and weekend hours. 
 

Employment Standards 

Education, Training and Experience: Graduation from High School or GED and 2 years 

residential leasing experience, including experience working with diverse populations. 
 

Knowledge of: Landlord tenant laws and current social and economic programs. Modern 

office practices, procedures and equipment; specifically, Word, Excel, Outlook, Internet 

and property management software program(s); work methods and techniques 

applicable to document preparation; proper telephone/voice mail system methods and 

procedures.    
 

Ability to:  Establish and maintain professional working relationships with employees, 

residents, agencies and the general public; effectively interact with persons from all 

socioeconomic and cultural backgrounds. Demonstrate flexibility, patience and 

tolerance; maintain impartiality, objectivity and confidentiality. Perform duties 

independently; thrive in a high pressure environment; adapt to changing priorities and 

deadlines. Demonstrate good organizational skills and attention to detail; communicate 

effectively orally and in writing; proofread and recognize information which does not fit 

specified criteria; prepare reports and analyze data; sort and file documents; use 

computer systems and programs. 
 

Physical Demands:  This classification primarily involves a combination of field and 

deskwork including the following physical demands: sitting for prolonged periods of 

time, walking, standing, bending, stooping, squatting, reaching, pulling; the coordinated 

use of fingers, hands, arms and knees; and occasional lifting of up to 40 lbs. 
 

Working Conditions: The open ventilation office environment is generally clean with 

limited exposure to conditions such as dust, fumes, odors or noise. This position may 

require on-site residence.  
 

Special Requirements: This position requires independent travel to perform agency 

business; therefore, a valid driver’s license and a good driving record that meets HASLO 

automobile insurance conditions must be maintained.  Applicants for this class may be 

required to possess fluency in a language other than English and be knowledgeable of 

the culture associated with clients speaking that language.  Applicants for this class may 

be required to type at a speed of 50 wpm.  
 In the event that on-site residence is required, applicants must meet all eligibility 

requirements for the assigned property; including, but not limited to, income and/or age 
qualifications and the criminal screening requirements posted on the HASLO website. 

 

This Job Description is a guideline reflecting the principle activities associated with this 

position; it is not intended to be an all-encompassing list of responsibilities, skills, efforts, or 

working conditions. HASLO retains the right to change or otherwise modify this job 

description at any time. 


