
NeighborWorks® Pocatello  
Job Description 

 
POSITION:  Property Manager/Construction Manager Assistant 
 
RESPONSIBLE TO:  Construction Manager 
 
GENERAL DESCRIPTION: NeighborWorks® Pocatello (NWP) is a partnership between residents, business, and 
government that builds healthy neighborhoods by promoting affordable housing, home ownership, and community pride.  
NWP is currently seeking a part-time individual responsible for managing the organization’s properties.  Responsibilities 
include lease-up of units, coordination of repair/maintenance, rent collection, and tenant relations.  
 
SKILLS & QUALIFICATIONS: 

 Ability to work and interact with people from a variety of backgrounds 
 Able to climb ladders, inspect roofs, inspect attics and crawl spaces 
 General knowledge of local building and fire codes  
 Ability to work independently with minimal direct supervision 
 Ability to handle multiple priorities and projects 
 Access to reliable transportation, possess current driver’s license and automobile insurance 
 Available to work evenings and weekends as necessary  
 Strong oral and written communication skills and computer aptitude  
 Dependable team player, flexible, and good listener 
 Prefer property management experience 
 Graduate from high school, GED or vocational school 

 
LEASE-UP RESPONSIBILITIES: 

 Helps market NWP properties with the goal of maintaining maximum occupancy.  
 

 Receives, reviews, and processes applications for residency, including verifying employment, income, credit 
checks, and landlord references.   

 
 Ensures that applicants do not exceed maximum income limits under NWP and government programs, 

guidelines, and policies. 
 

 Upon tenant approval, prepares lease forms, lease addendum, and other paperwork as needed.  
 

 Ensures that tenants have utilities placed in their names and collects appropriate security deposits and prorated 
rent prior to move-in. 

 
OTHER RESPONSIBILITIES: 
 

 Oversees Spirit of Hope transitional facility (which is a transitional facility for men transitioning from the 
correctional system)  

 
 Oversees the maintenance of the organization’s Lawn & Garden Tool Lending Library  

 
 Solicits jobs for bid on behalf of the organization and verifies that selected contractors are competent and 

possess the necessary insurance, licenses, permits, etc. 
 



 Coordinates repair/maintenance work and performs other duties assigned by Construction Manager regarding 
new home construction, infill development projects, and other NWP properties. 
 

 Maintains vacant lots that the organization owns, as well as properties where NWP homes have been built and 
are being held for sale (includes lawn mowing, watering, cutting down of weeds, etc.)  
 

 Serves as the liaison between NWP and the outside property management company that operates Elk Creek 
Senior Apartments, which is a 60 unit tax credit property of which NWP shares owership  

 
 Oversees collection of rents (for both commercial and residential tenants) on a monthly basis and security 

deposits at move-in.   
 

 When requested, provides information and statistics to the NWP staff for use in grant applications, budget 
projections, and reporting requirements. 

 
 Produces monthly rent collection and delinquency reports. 

 
 Ensures timely payment of rents and fees owed by tenants. 

 
 Sends appropriate late notices to tenants failing to pay rent on time and follows up to ensure collection of rent.  

For those tenants seriously delinquent or failing to pay their rent, institutes steps toward eviction. 
 

 Receives and reviews tenant complaints, concerns, and repair/maintenance requests and takes appropriate 
action to ensure they are addressed and resolved. 

 
 Maintains good tenant relations and develops good working relationship with community partners, local 

government representatives, and other housing organizations. 
 

 Works with local law enforcement and code enforcement agencies to help solve problems such as illegal on-site 
activities and local code/ordinance violations by tenants.  

 
 Ensures that all vendors and contractors performing maintenance and repairs are licensed, bonded, and insured 

to conduct business in the City of Pocatello. 
 

 Oversees tenant turnover of properties and ensures that the units are maintained and/or cleaned prior to 
placement of new tenants. 

 
 Performs inspections as necessary. 

 
 Revises and updates tenant manuals and lease agreements for compliance with NWP and government 

programs, policies, and procedures. 
 

 Maintains confidentiality of tenant information and issues. 
 

 Performs other tasks assigned by the Construction Manager or Executive Director 
 



TERMS OF EMPLOYMENT:  This is an hourly, full-time, non-exempt position. The successful candidate will work 40 
hours per week and will be paid $12.00 to $16.00 an hour depending on experience.  There are also some benefits, 
including company medical benefits.   
 
TO APPLY:  Send resume along with the names and contact information of three references to:  NeighborWorks 
Pocatello, 206 N. Arthur, Pocatello, ID  83204 or to mdahlquist@nwpocatello.org. 

 
Deadline to apply is August 12, 2015. 
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