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Overview: 
Do you want to make a positive difference in Snohomish County?  Are you looking for a team-
centered environment to flourish while growing your skill set?  Then this may be the opportunity 
for you! 
 
The Assistant Director of Property Management provides direct assistance to the Director in 
managing the Housing Hope, low income, blended occupancy rental housing portfolio.  This 
includes over 30 properties and several different assisted housing funds.  Passion for making our 
community a better place and working with a fantastic team is essential. 
  
COVID-19 procedures and policies in place, equipment provided.  Please send resume and cover 
letter to be considered for the position. 
 
Essential Job Duties:  

1. Develops relevant analysis and recommendations for the agency strategic plans related to 
property management.  

2. Provide leadership and overall direction for property management operations so as to meet 
operational goals and deadlines; 

3. Develop property management policies and procedures; including the implementation of 
training of property management site staff 

4. Develops and recommends property management operating budgets. Provides oversight in 
cooperation with the Director of Finance to all financial transactions related to property 
management including accounting, reports, audits, taxes, insurance and fees. 

5. Recruit, select, train, and supervise staff for Property Management; 
6. Oversees and reports on the performance of all properties owned or operated by Housing 

Hope. 
7. Develops, implements and regularly updates management plans for each housing site. 
8. Oversee operation of building systems; approve contracts, repair and maintenance projects, 

and replacement products. 

Title: Assistant Director of Property Management  FLSA: Exempt  

Hours: Full-time; 40 hours a week Salary Range: $63,236 - $79,045 annually 

Department: Property Management Reports to:  Director of Property Management 

Benefits: Full benefits package includes Medical with $1,500 annual H.S.A. contribution,  
Dental and Vision plan under $5 a month, PTO accruals, 403b retirement program 
with matching contribution, EAP, Supplemental Insurance and much more 
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9. Assist in designing and implement preventative maintenance programs for the property. 
10. Perform regular property inspections in accordance with established policies and 

procedures. 
11. Collaborate with Director and client services departments to design, implement, or approve 

a tenant retention program. 
12. Routinely communicate with occupants of the property concerning level of service and 

other management matters. Create and maintain process that encourages open and regular 
communication to/from residents. 

13. Design, implement, approve, or participate in developing and implementing a life-safety 
and emergency preparedness program of the properties. 

14. Monitor and enforce the properties operating policies and procedures, as required. 
15. Assist in supervising properties collections, including the handling of receipts, journal 

entries, records of account, bank deposits, and delinquent accounts. 
16. Establish, approve, or monitor adherence to the record keeping system. 
17. Prepare, approve, or execute marketing plans for attracting potential tenants to the 

properties. 
18. Analyze market conditions and recommend or approve rental rates. 
19. Keep compliance with government and environmental regulations and recommends, make 

sure the departments are aware and document notifications. 
20. Review, revise or monitor department benchmark goals and performance. 
21. Address policy and procedural violations with managers providing additional on-on-one 

ongoing training and support for other departments. 
22. Effectively communicate with site level employees, senior staff, board members and 

residents. 
 
Non-Essential Job Duties: 

1. Other tasks and responsibilities as assigned. 
2. Assist with other agency events as directed. 

 
Requirements: 

 Bachelor’s degree required or equivalent work experience. 
 Prefer 3-5 years affordable property management or compliance experience. 
 Working knowledge of HUD or Tax Credit rules and regulations. 
 Attention to detail is required. 
 Ability to succeed in a fast-paced, time-sensitive position. 

 Able to work collaboratively and productively as part of a flexible team. 

 Proficient in MS Office (Word, Outlook, Excel); strong Excel experience. 

 Effective telephone and interpersonal communication skills required. 

 Well organized, ability to prioritize. 

 Routinely produces thorough and accurate work. 

 Able to follow verbal and written instructions. 
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 Professional presentation and appearance. 

 Procedure creation and follow-through skills. 

 Work effectively with people. 

 Experience working with diverse populations. 

 Strong problems solving skills. 

 Able to calculate and figure numbers and amounts 
 

Preferences: 

 HUD, Tax Credit or related compliance certification. 
 Experience in housing software, especially RealPage. 
 Experience with WBARS. 

 
Physical Demands: 
The physical demands described here are representative of those that must be met by an employee 
to successfully perform the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions.  

 While performing the duties of this job, the employee is regularly and extensively required 
to use hands to finger, handle, or feel objects, tools or controls; reach with hands and arms, 
may be required to perform repetitious movements for long periods of time in order to 
complete a task, stoop, kneel, crouch, or crawl and talk or hear. 

 The employee frequently is required to climb, walk, sit, and talk or hear.  
 The employee is regularly required to stand; climb or balance; stoop, kneel, crouch, or 

crawl.  
 The employee must occasionally lift, carry, push and pull up to 25 lbs. frequently. Items 

that are over 25 lbs. must be lifted, carried, pushed, pulled, or moved with proper equipment 
for assistance (dolly) and proper safety procedures must also be followed.   

 Specific vision abilities required by this job include close vision, distance vision, color 
vision, peripheral vision, depth perception, and ability to adjust focus.  

 Ability to work in a general office environment as well as outdoor environment.  Possible 
exposure to weather—heat, wet, cold, wind, and noise. 
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We at Housing Hope are trauma-informed and committed to excelling in creating a holistic, 
diverse, inclusive, uplifting and appreciative environment. We endeavor to be inter-culturally 
competent and trauma informed in all our practices and procedures. This simply means that we are 
attentive to the needs of the workforce. We embrace and practice a high standard of diversity and 
inclusion and strive for equity for all persons regardless of race, color, religion, citizenship, 
national origin, veteran status, marital status, political affiliation, sexual orientation, gender 
identity, disability, sex, age, status in regard to public assistance, or any other basis protected by 
local, state or federal law. 
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