POSITION DESCRIPTION

Position Title:
Rental Property Coordinator
Department:

Planning & Community Development

Division: 

Code Enforcement
FLSA:


Non-Exempt
Retirement:

KPERS

Effective Date:
January 1, 2020
GENERAL PURPOSE
Performs a variety of routine and complex work in the interpretation and enforcement of adopted codes, rules, and regulations related to housing within the City.  Provides individual support, facilitation, advocacy and rental property access services to Leavenworth residents, with a focus on residents of low and moderate income, as well as those with other limited resources.   Responsible for developing strategies to address issues related to rental housing within the city.  The position may be involved in sensitive issues requiring a considerable amount of tact and diplomacy.  
SUPERVISION RECEIVED

Works under the general supervision of the Director of Planning and Community Development.

SUPERVISION EXERCISED
None.
ESSENTIAL DUTIES AND RESPONSIBILITIES

(Duties listed below do not include all tasks which may be performed).

· Act as contact point and liaison between tenants, landlords, and various city and state offices.

· Conduct physical inspections of rental properties on an as-requested basis for compliance with the property maintenance and other relevant codes. 
· Respond to citizen complaints and inquiries regarding rental housing.
· Coordinate building and planning department requirements associated with noncompliant rental properties.

· Maintain rental housing property files and database with up-to-date information.  Create and maintain tracking spreadsheets relevant to inspections and results.

· Utilize collected data to recommend program changes and improvements.

· Meet and negotiate with landlords and property management staff to resolve complaints, promote compliance and educate.

· Connect households to resources such as household furnishings, basic needs and emergency assistance, and legal aid.

· Utilize skills and community resources to provide crisis prevention and intervention.

· Assist tenants in understanding and signing lease agreements.

· Identify opportunities for housing advocacy.

· Research and analyze rental housing stock to identify areas of opportunity.
· Prepares and distributes informational materials for both tenants and landlords.

· Prepares various reports and documents, which may include contracts, leases, inspection reports and miscellaneous correspondence.

· Engage in community outreach efforts related to rental housing.

PERIPHERAL DUTIES
· May issue corrective orders and citations and follow through with necessary legal evidence and action, as necessary.

· May be assigned to various committees.

· Performs other duties as assigned.
MINIMUM QUALIFICATIONS

Education and Experience
· Graduation from a high school or GED equivalent;
· Ability to read, write, and speak English;
· Possess a valid driver’s license at time of application (and maintain for duration of employment) and meet insurability standards under fleet insurance policy; 
· Proficient with personal computers and software applications;
KNOWLEDGE, SKILLS, AND ABILITIES
· Working knowledge of applicable laws, codes, standards and regulations relating to housing and landlord/tenant disputes; working knowledge of inspection techniques.
· Possess excellent time management and organizational skills; public relations and interpersonal communications; public speaking with excellent verbal and written communication skills; skilled in working independently with minimal supervision.
· Skill in operating the listed tools and equipment.
· Ability to efficiently coordinate, track and complete multiple tasks as well as adjust to changing priorities.
· Ability to maintain a non-judgement, non-reactionary, and non-defensive communication style during challenging discussions; Ability to deal tactfully and courteously with all people; Ability to handle stressful situations and effectively deal with difficult or angry people.
· Ability to provide crisis intervention support; Ability to recognize and address mental health challenges, chemical dependency and other problematic behaviors.
· Ability to read and interpret the Kansas Landlord and Tenant Act and City of Leavenworth property maintenance codes.
· Ability to establish and maintain effective working relationships with citizens, City staff, landlords, tenants and the general public; Ability to follow verbal and written instructions; Ability to effectively present information, verbally and in writing, to individuals or groups.
DISIRABLE QUALIFICATIONS

· Associates or Bachelors degree in social work or other human services related field.

· Minimum of six (6) months experience in social service setting.

· Working knowledge of case management systems and planning techniques.
· Experience with rental management or housing inspection.
TOOLS AND EQUIPMENT

Personal computer including e-mail, word processing, spreadsheet and mapping, cameras and data base software; motor vehicle; phone; mobile or portable radio, scanner, copy and fax machines.

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is occasionally required to stand; walk; talk or hear; use hands to finger, handle, feel, or operate objects, tools, or controls; and reach with hands and arms. The employee is occasionally required to sit; climb or balance; stoop, kneel, crouch, or crawl.

The employee must occasionally lift and/or move up to 50 pounds. Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.

WORK ENVIRONMENT
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.
Work is performed in both office and field settings. Hand-eye coordination is necessary to operate computers and various pieces of office equipment.

SELECTION GUIDELINES

Formal application and review of qualifications, education, and experiences; testing which may include: written and/or practical examination, oral interview, final selection, background investigation, reference check and post-offer medical examination to include a drug screen.

The duties listed above are intended only as illustrations of the various types of work that may be performed. The omission of specific statements of duties does not exclude them from the position if the work is similar, related, or a logical assignment to the position.

The position description does not constitute and employment agreement between the City and employee/individual and is subject to change as the needs of the City and requirements of the job change.
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