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DEPARTMENT: Operations  
TITLE: Assistant Community Director 
REPORTS TO: Community Director 
FLSA STATUS: Non-Exempt 
 
BASIC PURPOSE: 
Perform duties to assist the Community Director in the operation of assigned property 
which involves the processing of new leases, lease renewals, recertifications, 
accounting, reporting, resident services, retention activity, and achievement of financial 
goals, working within the limits of standard or accepted practice. 
 

 ESSENTIAL FUNCTIONS:  
1. Responsible for all aspects of leasing and marketing to local businesses and 

prospective residents.  This includes the completion of marketing logs and other 
required marketing reporting. 

2. Conduct move in orientation with residents, and successfully renew leases for 
current residents in a timely manner and at the correct rate. 

3. Generate and review a wide range of reports to track and resolve outstanding 
issues relating to rent payments, rent or sewer/water delinquencies, expired 
leases, past due recertifications, outstanding service requests, scheduled move-
ins and move-outs, compliance, maintenance status of vacant apartment homes, 
and operational issues. Check and respond to voice mails and emails concerning 
any range of community issues. 

4. Ensure that rent payments received on-site are promptly processed, avoiding 
credit adjustments.  Address resident-related damages and policy violations so 
that proper communications occur with resident and that applicable fines and 
damage fees are collected.   

5. Propose to your supervisor increases in rent or security deposits as market 
conditions allow. 

6. Work with the PHA team and VRD to identify strategies to increase PHA voucher 
holders. 

7. Create purchase orders and verify goods are received by performing received 
function in the system. 

8. Respond to resident inquiries associated with community issues. Investigate, 
resolve, and follow up with residents to ensure satisfaction of concerns. 

9. Inspect apartment homes upon vacancy to determine compliance with 
requirements for deposit refunds or charges to be assessed for damage or 
condition of unit, or for early lease termination. Document inspection results and 
submit deposit disposition for processing. 

10. Assist to implement and execute resident activities including Monster Club, 
parties, training programs, and required resident service functions.  

11. Represent the organization to residents, prospective residents, staff, and the 
community and practice exceptional service to prospects and residents.   Ensure  
that residents’ concerns and service requirements are resolved with urgency, 
quality, and service consistent with policy and performance expectation. 
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ESSENTIAL FUNCTIONS (CONTINUED):  

12. Complete Accounting Month End and Procure to Pay checklist, other required 
checklists, and other administrative work for the community to include uploading 
documents to the Document Center.     

 
OTHER DUTIES MAY INCLUDE BUT ARE NOT LIMITED TO: 
1. Review reports to monitor community’s effectiveness in key areas and work to 

develop plans to address deficiencies. 
2. Ensure that work is carried out in compliance with all company policy and 

regulatory requirements. 
3. Comply with safety procedures and equipment operating rules. 
4. Work schedule may include evenings, weekends, and non-scheduled support to 

address issues requiring immediate attention.   
5. Participate in meetings to plan and implement projects, communicate issues, 

obtain approvals, resolve problems, and maintain specified level of knowledge 
pertaining to new developments, requirements, and policies. 

TOOLS AND EQUIPMENT USED: 
Use of standard office equipment such as filing cabinets, computers, phones, iPads and 
other computer tablets, printers, cellular phones and multi-function devices used for 
printing copying, scanning and faxing. Common and company specific software, golf carts 
and other specialty equipment as needed. Access to personal transportation for job 
related activities. 
 

KNOWLEDGE: 
General knowledge of Low Income Housing Tax Credit (LIHTC) requirements and 
Section 8 rent subsidies.  Thorough knowledge of property management, Yardi Voyager 
software and basic accounting principles.  Education which is equivalent to two years of 
college or industry certification courses.  Strong customer service and verbal and written 
communication skills are required.  

 
EXPERIENCE: 
1. Minimum of two years’ experience in property management, with property leasing 

and resident services required.  
2. Concord Management experience is preferred. 
3. Demonstrated problem resolution work experience. 
4. Exceptional customer service work history.    

CONTACTS WITH OTHERS: 
Regular contact inside and outside the organization dealing with customers, staff, 
contractors, business representatives and others in the surrounding area which requires 
tact and discretion. 
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CONFIDENTIAL DATA: 
Work with confidential data such as personal resident information, budgets, 
forecasts, policies, and strategies, which, if  disclosed, may be detrimental to the 
organization's interests. 

MENTAL AND/OR VISUAL DEMAND: 
Duties involve normal mental and visual attention along with manual coordination. 
Requires reading and interpretation of written information in hard copy and on computer 
screen, and effective writing skills. 

 
WORK ENVIRONMENT: 
This job operates in a professional office environment as well as the exterior of the 
property, which can include inclement weather. 

 
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. 
While performing the duties of this job, the employee is regularly required to 
handle, or feel objects, tools, or controls; and reach with hands and arms and to 
talk or hear. The employee is frequently required to stand, walk, sit and climb 
stairs and is occasionally required to climb or balance; stoop, kneel, crouch, or 
crawl. The employee must also frequently lift or move up to 25 lbs.; occasionally 
lift or move up to 50 pounds. Specific vision abilities required by this job include 
close vision, distance vision, peripheral vision, and depth perception. 
 
 

 
 
Please note this job description is not designed to cover or contain a 
comprehensive listing of activities, duties or responsibilities that are required of 
the team member for this job.  Duties, responsibilities and activities may change 
at any time with or without notice. 
 
 


