
Housing Administrator 
 

Summary/objective: 
This position provides general administration for the housing department, and is responsible for 
assisting residents with and completing all HUD and LIHTC paperwork for interim and annual 
recertifications, preleases and leases, and ensuring that all files comply with HUD and LIHTC regulations.  
Position also works with residents for rent issues and overall resident satisfaction, and serves as regular 
front desk and housing lobby coverage for residents and facility guests. 
 
Warren Village recognizes that our backgrounds are broad and our talents are many, from different 
lived experiences.  We value and leverage our differences to encompass and reflect the communities 
we serve.  We align our policies, practices and resources so that people of all races, cultures, identities 
and socioeconomic status may feel valued and respected. 
 
 
Essential Functions and Responsibilities: 
• Works directly with applicants applying for the program including discussing the program, reviewing 

applications, making copies of relevant documents, running background checks, setting follow-up 
appointments, and helping those who do not qualify for the program with information about 
alternative resources. 

• Meets with residents to complete all HUD and LIHTC paperwork for interim and annual 
recertifications. 

• Checks in visitors signing in and out and oversees the front desk area. 
• Monitors facility and grounds cameras throughout the day as part of the front desk/lobby coverage 

role and intervenes as helpful to de-escalate resident disputes.  Notifies police and other authorities 
as necessary. 

• Checks in and out deliveries/packages. 
• Files department paperwork as needed. 
• Completes EIV, background checks and other compliance tasks and rent payment plans. 
• Completes all 10-day notices and other associated communications. 
• Assists with Rent Reporting program documentation. 
• Sets appointments, writes and posts notices, warnings and infractions, assembles resident files, and 

assists residents and visitors. 
• Greets all visitors to the building in a positive and helpful manner while enforcing building 

visitor/security policies using a de-escalation and re-direction approach with angry clients and/or 
visitors. 

• Follows all Ethics, Policies, Regulations, Rules and Standards governing employment, health/safety, 
conduct and Fair Housing rules, established by Federal, State or Local agencies and management. 

• Assists as needed with oversight of contractors, vendors and volunteers. 
• Attend ongoing professional development opportunities and update trainings around Fair Housing 

laws, LIHTC, Section 8 compliance, state-specific regulations, and other supportive housing 
regulations to ensure current and best practices are being utilized at all times. 



• Maintain regular communication with external property compliance company regarding resident 
situations, paperwork accuracy, and other. 

• Performs a variety of research tasks as needed. 
• Cross trains in the duties of the Housing Manager, in order to provide coverage during absences. 
 
Other duties as assigned. 
 

• Competencies: 
• Proficiency and speed working in Microsoft Outlook, and Excel.  Familiarity with Yardi housing 

program and the ability to quickly master new programs. 
• Utilizes proper judgment with housing issues and takes appropriate action with ability to 

redirect or de-escalate situations as necessary . 
• Assists with oversight of maintenance contractors, vendors and volunteers as needed. 
• Ability to work collaboratively with all internal departments of Warren Village, external 

agencies, applicants and residents. 
• Culturally competent; ability to understand and accept different worldviews, communicate and 

effectively interact with people of different cultures and socio-economic backgrounds. 
• Highly organized, with demonstrated ability to manage multiple priorities simultaneously . 
• Well-developed interpersonal skills and the ability to communicate well with all audiences. 
• Strong written, telephone and oral communication skills, with the ability to work effectively with 

staff and very low-income single parents. 
• Prior experience working both independently and within a team environment. 
• Ability to listen, respect and incorporate new learning and ideas into the job. 
• Strong commitment to maintaining confidentiality regarding the personal information of 

applicants, residents and staff. 
• Must be committed to Warren Village’s mission and culture. 

 
 
Minimum Qualifications: 
• High School Diploma or general education degree (GED). 
• One year of experience working with HUD, Section 8 voucher programs and/or LIHTC properties and 

fair housing laws. 
• One year of experience working with a chronically homeless population or human services, shelter 

care or residential programming required. 
• Experience working in front desk/lobby coverage capacity and monitoring facility cameras; training 

in de-escalation and other related areas. 
 

Required/Preferred education and/or experience:. 
• Related apartment leasing/rental experience and work with maintenance staff preferred. 
• Demonstrated recent LIHTC and fair housing training and Yardi software preferred. 

 
 
Work Environment:  The working environment is typically that of an office using a personal computer, 
telephone, and other office equipment. 
 
Physical Demands:   

• Occasionally lift and/or move up to 70 lbs. 
• Frequently use repetitive movements. 
• View/see details of objects that are less than a few feet away. 



• Use muscles to lift, push, pull or carry heavy objects (50 lbs). 
• Frequently transition between sedentary and mobile positions. 
 

The person in this position needs to occasionally move about inside the office to access file cabinets, 
office machinery, move packages, etc.  Constantly operates a computer and other machinery, such as a 
calculator, copy machine and computer printer.  Frequently required to utilize hand and finger dexterity.  
Frequently must effectively communicate with staff and residents regarding apartment occupancy and 
regulations. 
 
Salary & Benefits:  $26.20 - $32.21 DOE: Typical hiring range of:  $26.20 - $29.81 
Attractive benefits package, including generous paid time off (sick/vacation days) and 12 holidays.  One-
week closure in both winter and summer (paid outside of PTO).  Matching employer 403(b) plan.  
Comprehensive and affordable medical, dental and vision plans for employee and dependents.  Virtual 
telemedicine program.  Voluntary supplemental Short-Term Disability and other similar benefits.  Plus, 
company paid life and long-term disability insurance paid and Employee Assistance Program.  FSA and 
HSA accounts.  Professional development and tuition reimbursement opportunities.  Discounted Early 
Learning Childcare services available. 
 
To Apply: Interested candidates should submit resume and cover letter (as separate PDF attachments) 
to careers@warrenvillage.org.  Subject line: Housing Administrator*.  This position will be posted until 
the latter of March 16, 2024 or until a qualified candidate is hired. 
 
*When determining if a candidate is a good fit, we look at more than the jobs you have been paid to do 
but the ranges of ways you have picked up skills and knowledge through your life.  If you feel you have 
lived experiences that may contribute to your experience for the position, please document in cover 
letter. 
 
 
Only applicants selected for an interview will be contacted. 
We do not accept unsolicited resumes from recruiting agencies.  Warren Village is proud to be an Equal 
Opportunity Employer.  We are committed to equal employment opportunity regardless of race, color, 
religion, sex (including pregnancy or related medical conditions), national origin, veteran status, sexual 
orientation, gender or other diverse identity, age, disability, marital status, or another protected 
category.  If you have a disability or special need that requires accommodation, please contact us at 
careers@warrenvillage.org. 
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