
DIRECTOR OF PROPERTY MANAGEMENT 
 

POSITION DESCRIPTION 
 
 

REPORTS TO:  Executive Director 
 
SUMMARY:   
Detroit Shoreway Community Development Organization (DSCDO) owns and manages a 
portfolio consisting of 16 buildings containing 339 residential units and approximately 50,000 sq.ft. 
of commercial area.  Financing for development and rehabilitation of the buildings in the portfolio 
includes low income and historic tax credits and various other affordable housing financing 
programs. The director of property management is responsible for the property management, 
compliance, service coordination, and maintenance of the portfolio, and for supervision and 
management of personnel.  This position will also focus on the long-term sustainability of 
DSCDO’s g portfolio, and will include significant interaction and involvement with the Accounting 
and Real Estate Development Departments.  
 
RESPONSIBILITIES: 
 

Supervision 

 Recruit, train and manage staff necessary to operate the portfolio 

 Create appropriate staff structures for property managers, compliance, service 
coordination and maintenance staff and supervise direct reports. 

 Establish performance standards and monitor performance, intervening as necessary.   

 Establish appropriate systems to conduct training and ensure a well-qualified staff. 
 

Leasing and Occupancy:  
- Ensure the properties have high occupancy rates, customized leasing plans, are 

leased/re-leased timely, and are run economically and are well maintained. 
- Ensure rents are being collected in a timely fashion and income is being maximized. 
- Ensure compliance with all federal, state, and local fair housing requirements 
- Ensure appropriate supportive services are provided to various resident populations. 
- Manage legal matters and maintain quality and risk prevention strategies 
- Rent collection focusing on timely collection of rent and prompt follow-up to collect 

delinquent rent 
- Implement eviction prevention program to reduce the incidence of eviction 
- Issue appropriate notices and retain legal counsel to pursue eviction when necessary 
 
Maintenance 
- Ensure a high quality living environment is maintained at each property. 
- Ensure that there are good systems for handling all maintenance and janitorial functions 

including preventive, routine, unit turn, and emergency. 
- Spot inspect all properties to ensure proper upkeep and visual appearance with special 

emphasis on curb appeal, safety/security, landscaping, common spaces, and vacant units. 
 

Compliance and Reporting 
- Review each tenant income certification and rent calculation and ensure compliance with 

project funding requirements. 
- Ensure compliance with all HUD and OHFA regulations and all project funding agreements 



- Maintain resident, investor and community satisfaction with the performance of each 
property.  Attend resident meetings and resolve resident concerns as needed. 

- Review reports and recommend new reports/formats to best meet the needs the owners 
and the properties. 

- Obtain resident feedback on services and programs for input on resident satisfaction.   
- Analyze and monitor monthly management reports and other necessary information to 

assure financial soundness 
- Prepare annual operation budgets and review budgets against actual performance. 
- Prepare and monitor annual rental increase policies. 
- Create monthly reports to executive director, board, and investors. 
- Serve as a the liaison to local housing authority, the regional HUD office, and third party 

service providers, as well as ensure property and timely preparation and submission of 
reporting necessary to satisfy requests/requirements of these entities. 

- Develop and evaluate property management policies and current procedures, refining and 
developing new approaches and procedures as necessary. 

- Develop a checklist of all reports required by lenders, investors, public sector partners, co-
owners and insurers, and coordinate the filing of those reports to ensure full compliance. 

 

 Other duties as assigned. 
 

REQUIRED QUALIFICATIONS: 

 Bachelor’s degree or equivalent work experience. 

 Low Income Housing Tax Credit certification and significant experience in managing 
affordable housing 

 Fair Housing certification 

 Excellent written communication skills. 

 Excellent oral communication skills. 

 Proficiency in spreadsheet analysis (Microsoft Excel) and word processing (Microsoft Word).   

 Proficiency and ability to manage budgets. 

 Excellent leadership and staff supervision and team building and negotiation skills. 

 Availability and willingness to work flexible schedule including evenings and weekends; local 
travel and some out-of-town travel required. 

 Ability to work with people of all backgrounds (race, ethnicity, socioeconomics, gender, sexual 
orientation, religion, disability, etc.). 

 Self-motivation and an ability to work toward objectives with minimal supervision. 

 Reliable transportation. 
 
PREFERRED QUALIFICATIONS: 

 Master’s degree 

 Certified Public Housing Manager certification 

 Experience with the Yardi software program 

 Ability to speak Spanish. 
 
PHYSICAL DEMANDS   
Ability to operate a computer and keyboard.  Ability to operate a motor vehicle or equipment.  May 
require reaching, standing, walking, fingering, grasping and feeling, and the ability to lift or move 
objects up to 40 pounds.  May require vocal communication for expressing or exchanging ideas, 
hearing to perceive information at normal spoken word levels, visual acuity for color perception, 
preparing and analyzing written or computer data, determining the accuracy and thoroughness of 
work, and observing general surroundings and activities. 



 
WORKING CONDITIONS   
Availability for extended hours during peak periods and attendance at evening and weekend 
meetings.  Exposure to inside and outside environmental conditions.  The office is located in a 
smoke-free facility. Local travel and some out-of-town travel is required. 
 
This position description is not intended to be a complete list of all responsibilities, duties or 
skills required for the job and is subject to review and change at any time, with or without notice, 
in accordance with the needs of Detroit Shoreway Community Development Organization.  
Since no position description can detail all the duties and responsibilities that may be required 
from time to time in the performance of a job, duties and responsibilities that may be inherent in 
a job, reasonably required for its performance, or required due to the changing nature of the job 
shall also be considered part of the jobholder’s responsibility. 
 
EQUAL OPPORTUNITY 
 
DSCDO is an Equal Opportunity Employer. 
 
COMPENSATION 
 
 Annual salary of $50,000 - $70,000 commensurate with experience/qualifications 
 Paid Time Off accrued at the rate of one day per month during the first year of employment, 

then 18 days beginning the second year of employment 
 Holiday pay including New Year’s Day, Martin Luther King Jr. Day, President’s Day, Memorial 

Day, the Fourth of July, Labor Day, Thanksgiving, the Friday after Thanksgiving, and the days 
between December 24 and January 2. 

 Employer contribution to 403(B) retirement program.  Employer will provide a 50% match to 
the Employee’s contribution up to a maximum of 3% of the employee’s annual salary. 

 Competitive health insurance offered with employer contribution. 
 Long term disability benefits 
 
Please e-mail or mail cover letter and resume to: 
 

Detroit Shoreway Community Development Organization 
Attn: Executive Director 
6516 Detroit Avenue, Suite 1 
Cleveland, Ohio  44102 
 
E-MAIL: jobs@dscdo.org  
 
NO PHONE CALLS, PLEASE 

 

mailto:jobs@dscdo.org

