Director of Property Management
The Housing Authority of the City of Wilmington is seeking a Director of Property Management. A copy of the full job description can be accessed from the website at www.wha.net. The Housing Authority provides a generous benefit package. Salary will be commensurate with experience and education. Submit a cover letter, resume, WHA employment application and three professional references to Director of Property Management Search, Attention: Human Resources Department,1524 South 16th Street, Wilmington, NC 28401, or email to jobs@wha.net. Applications will be accepted until the position is filled.

General Statement of the Position:
The Director of Property Management provides property management, asset management and regulatory compliance oversight  for all assigned properties within the Housing Authority’s public housing portfolio. The work involves the responsibility of ensuring compliance with Low-Income Housing Tax Credit (LIHTC) regulations and HUD requirements for all applicable properties. Monitor changes in LIHTC and HUD regulations and ensure prompt implementation of required changes. Establish work procedures and priorities for meeting deadlines and accomplishing multiple tasks and ensure physical integrity of all properties within the assigned portfolio. This position reports to the Senior VP/Property Management.
Duties and Responsibilities:
Responsible for assuring all property daily operations are occurring as expected by the Housing Manager’s Procedure Manual including assisting property managers with resolving property or resident issues, conducting property inspections and walk -through. This includes working from sites regularly and during the absence of site staff to ensure operations run smoothly 

Responsible for managing occupancy levels. Recommends changes in policies, procedures and staffing to ensure sites have adequate staff to achieve set goals.
Manages the rental program utilizing forms, documents, and computer programs following HUD, LIHTC, Public Housing and Wilmington Housing Authority guidelines to assure eligibility for continued occupancy. 

· Monitors all rental programs, waiting lists and administers all renting and leasing procedures-market and low-income housing tax credits. 
· Handles all aspects of site and unit inspections, this includes regular inspections of the building’s interior and exterior. Performs site inspections for continued compliance following Wilmington Housing Authority, HUD, and LIHTC rules and regulations, policies, and procedures. 

· Assist with the preparation, implementation, and monitoring of the annual budgets for each property within the assigned properties, capital expenditures and improvement plans. 
· Direct the leasing process and income certifications/recertifications.
· Handle the move-ins/outs, security deposits, transfers, rent changes input into Yardi. 

· Manage the eviction process when appropriate.

· Meet with  Maintenance Manager to assure that Capital improvements are being completed as budgeted or as needed and to ensure properties assigned are ready for all regulatory inspections. 
· Responsible for making sure site staff maintain community appearance and that needed repairs are completed timely.
· Assist with scheduling and monitoring of contractors/vendors.
· Serves as a liaison for inquiries on legal matters related to property management with attorneys 
· Assist with special projects as assigned
To perform this job successfully the candidate: 
Must be familiar with housing management, budgeting, housing agency regulations, Low Income Housing Tax Credit Program, HUD, conventional, (market rate) and/or mixed income/public housing programs. 

·  The candidate must possess strong organizational and management skills and the demonstrated ability to work as a critical member of a team that is committed to building strong communities. 

· Strong computer skills (e.g., Microsoft 365 – Outlook, Teams, Word, Excel, PowerPoint, and Outlook). 
· Preferred knowledge of software data systems such as Yardi, Yardi Payscan, Yardi Rent Café, Yardi Vendor Cafe, and HUD platforms. Must learn other computer software programs as required by assigned tasks. 
· Must have strong writing, editing, and oral communication skills and work well in a fast-paced environment. 

· Must be self-motivated, flexible, detailed oriented and can foresee conflicts and coordinate multiple projects simultaneously. 

· Ability to interact effectively with persons of all ethnic and educational backgrounds to include listening, sensitivity to other’s feelings, needs and point of view. Tact and courtesy in all interactions.

· Ability to physically inspect the properties in their entirety to include walking/climbing stairs, 
Minimum Qualifications:
Education and Experience: Bachelor’s degree in related field (Business Administration, Real Estate or Public Administration preferable). 
Experience: A minimum of five(5) years of related property management experience in residential and nonprofit housing, LIHTC properties, social services and community development in the public or private real estate sectors, with a thorough knowledge of residential leasing, LIHTC, and HUD regulations; or an equivalent combination of experience, certifications and training which provides the required knowledge, skills, and abilities. Strong financial and regulatory compliance background preferred.
Proof of one or more of the following certification preferrable:

· C3P – Certified Low Income Housing Tax Credit Compliance Professional

· TCSA  - Tax Credit Specialist Advanced
· HCCP  - Housing Credit Certified Professional 
· PHM  - Public Housing Manager
· BOS -  Blended Occupancy Specialist
· COS  - Certified Occupancy Specialist
· PHM -  Public Housing Manager
· ADA Certified  - American with Disabilities Act
· Home Certificate 
· Real Estate License 
Valid North Carolina Driver License

Disclaimer:  The above statements are intended to describe the general nature and level of work being performed by people assigned to this classification. They are not to be construed as an exhaustive list of all responsibilities, duties, and skills required of personnel so classified. All personnel may be required to perform duties outside of their normal responsibilities from time to time, as needed
