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Community Housing Network (CHN) develops, owns, and manages housing across Franklin County, Ohio.  We rent affordable apartments to people disabled by mental illness, substance abuse, and who have histories of homelessness.  CHN strategically engages with service agencies that connect tenants to the services they need.  Our goal is to help people with special needs keep their housing and have access to employment programs.
We are currently seeking to fill the position of Live In Resident Manager.  This position requires living in a secure apartment complex and assisting with property management and customer service duties. This is a part-time position (no more than 24 hours/week; subject to change based on need) with flexible hours.  The position pays $8/hour and includes free rent. 

Essential Functions:
1. Maintain common areas of building and property grounds to ensure a safe, clean and aesthetically pleasing living environment. 
1. Inspect vacant units and assist with showing units to prospective tenants. 
1. Conduct unit inspections for housing quality standards and safety issues, addressing any issues promptly to the appropriate party. 
1. Provide excellent customer service and support to tenants by responding to tenant questions and complaints, and monitoring services for tenants provided by outside contractors or other service agencies to ensure timely and appropriate services are being provided. 
1. Assist tenants in the completion of re-certification paperwork and other necessary documentation. 
1. Utilize Yardi software to assist in the delivery of tenant memos, vacancy and non-payment notifications and other required notices and documents. 
1. Maintain effective communication and positive relationships with tenants, CHN staff and other service providers. 
 Qualifications:
1. High School diploma or equivalency required. 
1. Property management and/or experience in the housing field. 
1. Case management experience in the Mental Health or Social Work field preferred. 
1. Working knowledge of mental health and crisis intervention.  
1. Ability to communicate and interact with residents and both internal and external customers in a positive, effective and appropriate manner. 
Please apply online at https://home2.eease.adp.com/recruit/?id=5217712.

Community Housing Network is an Equal Opportunity Employer.

