
 

PROPERTY MANAGER 

Job Description 
We are currently seeking a Property Manager to join our team! The Property Manager will be responsible for the overall 

management for less than 200 dwelling units in one or more locations.  Duties include, but are not limited to: collecting 

rents and other charges; follow-up on delinquent accounts; day-to-day maintenance of physical properties; resident 

relations; and establishment of liaisons with agencies or organizations supplying services to the projects and residents.  

Work requires the exercise of mature, independent judgment, tact in dealing with all types of people in stressful situations, 

thorough knowledge of pertinent Authority policies and the Department of Housing and Urban Development regulations, 

as well as state and federal laws regarding evictions.  Work is reviewed primarily through conferences, review of reports 

and evaluation of results obtained. 

 

Required Skills 

Under the general supervision of the Director of Public Housing Operations, perform or provide oversight to a wide variety 

of supervisory and technical tasks depending on the portfolio composition. Broadly defined functional areas may include 

lease enforcement, maintenance and building coverage management, crime prevention, and community activities, etc., in 

designated portfolios. Ensure staff and resident compliance with appropriate housing rules and regulations, with 

community rules, with lease provisions, and with customer service goals. Enforce personnel rules and regulations. 

Recommend hiring and conduct evaluation of all assigned personnel. May conduct or provide oversight to on-going and 

routine training of assigned staff in procedures and system requirements. Ability to work hours other than 8-5 in variable 

weather conditions and overtime as required to meet Housing Authority goals and objectives.  Ability to use a personal 

computer with emphasis on word processing and spreadsheet software.  Performs other duties assigned. 

Education and Experience 
Graduation from an accredited college or university with a Bachelor's Degree in Business or Public Administration or 
Social Services related field.  Five years experience in housing management with demonstrated accomplishments on 
previous jobs.  Or an equivalent combination of education and experience to meet the required knowledge, skills and 
abilities. 

 

Special Requirements 
Ability to be certified as a Public Housing Manager within the required time.  Must have a valid State of Illinois vehicle 
operator's license.  Must be bondable. 
 

ANY OFFER OF EMPLOYMENT IS CONDITIONED ON THE SUCCESSFUL COMPLETION OF A PRE-EMPLOYMENT 

MEDICAL EXAM, WHICH INCLUDES A DRUG AND ALCOHOL SCREEN AND A BACKGROUND SCREENING. 

 

HOW TO APPLY AND APPLICATION DEADLINES 
Applications will be accepted until the position is filled. 

Please mail, e-mail or hand deliver your application and resume to the address below.    

Email to:  crodney@waukeganhousing.com, Fax:  847-625-4627.  No phone calls please 

Mail to:  Waukegan Housing Authority 

Human Resources Department 

215 S. Martin Luther King Jr. Ave. 

Waukegan, IL 60085 
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