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Resident Manager (Part-Time) 

 
Under the general direction of the Property Supervisor(s); the Resident Manager is responsible 

for the routine oversight of the assigned housing community, including coordination of 

maintenance work orders, development of active community/resident involvement and 

landscape upkeep. The RM may also coordinate special programs and use of the Community 

Room (if applicable) for resident activities and programs and serves as a liaison between 

HASLO and the residents. On-site residence is required.  

 

Essential Functions 

Maintenance 

 Meticulously maintains curb appeal by addressing the custodial needs of the complex 

grounds, building exteriors, parking lots and other community buildings (i.e. sweeping 

walkways/stairs, cleaning handrails, removal of cobwebs, etc.). 

 Remove trash from bins in office areas and complex perimeter on a daily basis. 

 Responsible for trash pick-up, maintaining dumpster areas and cleaning up trash. 

 Maintain landscaping beds; pull weeds and water as directed. 

 Assist in the preparation of vacant units prior to make-ready, including removal of 

trash from vacant units. 

 Assist in the cleaning of available apartments, community buildings and community 

restrooms, as applicable. 

 Report and assist with repairs. 

 Walk the property at least twice every day. 

 

Administrative 

 Uphold all company policies, goals and values; and distribute information and 

correspondence to residents. 

 Maintain regular contact with HASLO, including attendance at bi-monthly staff 

meetings. 

 Report any suspected unauthorized persons or activity that violates the terms of the 

lease agreement. 

 

Resident Relations 

 Provide tenants with information regarding supportive services that are available 

within the community. 

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

 Deliver communication documentation to residents. 

 Contribute to resident retention programs. 

 

Safety 

 Learns and ensures compliance with all company, local, state and federal safety rules. 

 Immediately report all unsafe conditions. 

 Notify HASLO of maintenance and safety/security concerns.   

 Respond to emergency situations and take appropriate action including 

contacting/coordinating with vendors, maintenance and/or emergency services.  

 

Employment Standards 

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

of property management experience; any combination of education or experience related 

to building maintenance, fair housing laws and/or social service experience. 

 

Knowledge of: Fair housing laws; housing management operations; local Social Service 

agencies or programs; principles and procedures of record keeping. Modern office 

practices, procedures and equipment; specifically Microsoft Office Suite, Internet and 
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property management software program(s); work methods and techniques applicable to 

document preparation; proper telephone/voice mail system methods and procedures. 
 

Ability to:  Demonstrate good organizational skills and attention to detail; communicate 

effectively orally and in writing; perform general clerical duties to maintain reports and 

records needed to verify activities; use computer systems and programs; set a positive 

example for other residents with regard to adhering to Lease provisions, housekeeping 

standards and general demeanor. Perform duties independently; thrive in a high pressure 

environment; adapt to changing priorities and deadlines. Demonstrate flexibility, patience 

and tolerance; maintain impartiality, objectivity and confidentiality. Establish and maintain 

professional working relationships with employees, residents, agencies and the general 

public; effectively interact with persons from all socioeconomic and cultural backgrounds.  

 

Physical Demands: This classification involves a combination of field and office work 

including: 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 30 lbs. 
 

Working Conditions: Office: open ventilation environment with limited exposure to dust, 

noise, fumes, odors or chemicals. Field: activities at complexes and public facilities with 

exposure to inclement weather.  
 

Special Requirements: Must be insurable by HASLO’s automobile insurance carrier which 

requires a valid driver’s license and a good driving record. May be required to possess 

fluency in a language other than English and be knowledgeable of the culture associated 

with clients speaking that language.  

  

Other Requirements: 

 The RM is required to reside on site and 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. 

 The RM must maintain a reasonable presence at the assigned development 

during evenings and weekend hours. 

 The RM is required to request pre-approval for any absences overnight trips 

that last a weekend or longer with the HASLO designated representative. 

 The RM will post a schedule of work hours. 

 The RM shall not use or permit the use of the living quarters for any illegal or 

immoral purpose and shall comply with all Federal, State and Local laws, and 

County ordinances. 

 

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 assign other related duties; change or modify 

this job description at any time. 

 

 


