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HOUSING MANAGEMENT COORDINATOR 

 

 

 

PURPOSE AND SCOPE 

 

To plan, coordinate and administer the activities of resident reexaminations and to verify and 

certify to determine continued occupancy eligibility. Under the general supervision of the 

Director of Housing. 

 

PRINCIPAL RESPONSIBILITIES 

 

1. Interpret Federal, State, City and Frederick Housing Authority policies, procedures and  

regulations. 

 

2. Conduct recertification interviews with residents to determine continued eligibility and 

monthly payments in accordance with HACF guidelines. 

 

3. Mail verification letters, confer with employers and agencies to verify information on 

applicants and residents eligibility. 

 

4. Determine rent for Admission, Recertification and Interim Redetermination, prepare and 

provide families with appropriate notification, and prepare the required HUD forms. 

 

5. Monitor activities to ensure Agency goals are being met. 

 

6. Monitor performance for compliance with Federal, State, Local and Housing Authority 

policies and procedures. 

 

7. Receive applications for housing and coordinate and assist with application selection to 

ensure prompt assignments for all vacancies.  Coordinate leasing of units and perform 

lease-up procedure. 

 

8. Address resident complaints and assist with lease enforcement actions, from warning letter 

through lease termination. 

 

9. Assist with the revision of policies and procedures to ensure that Federal, State, Local and 

Housing Authority regulations are incorporated therein. 

 

10. Maintain up-to-date occupancy files and records. 

 

11. Perform clerical duties in support of occupancy function. 

 

12. Assist in accounting area as needed. 

 

13. Perform related work as required. 
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REQUIREMENTS 

 

Education: 

High school graduate plus two (2) years college level courses in business 

administration or equivalent desirable. 

 

Experience: 

Three (3) years of working experience in property management, subsidized 

housing, general office procedures, or an equivalent combination of education and 

experience desirable. 

 

Special Skills: 

Must be able to plan, organize and communicate effectively. Ability to interview 

applicants. Ability to type 45 wpm and good computation skills. 

 

RELATIONSHIPS 

 

Internal: 

Counsel and advise Executive Director and other HACF staff of information which 

may have an effect on the operation of the HACF. 

External: 

Maintain effective working relationship with HACF employees, residents and 

general public. 

 

SUPERVISION OF PERSONNEL 

 

Total Supervised: 0 

 

 

 

 

 

 

 

 

 

 

 
 


