
Site Coordinator
HCEB is a non-profit organization established in 1996 to create inclusive communities through affordable housing for people with special needs in Alameda and Contra Costa Counties.   HCEB develops and manages supportive housing and provides housing outreach and support for people with special needs.  See www.hceb.org and for more information.  

We are seeking a highly organized and motivated individual to provide site-specific property administrative support for the Henry Robinson Multi-Service Center in Oakland, our program that provides transitional housing for 137 single adults.   This is a full time position, working Monday through Friday, from 3pm to 11pm.

 We are seeking individuals with the following qualities:

· Sensitivity and respect towards the individuals we serve 

· Fast learner with strong memory skills and mental agility

· Excellent interpersonal and customer service skills
· Flexible and self-motivated with an ability to coordinate and prioritize workload

· Interest in growing with the agency, progressively assuming more responsibility 

· Sense of humor

Job Duties and Responsibilities
Property Management

· Collect and track resident rent

· Schedule and manage unit turnovers

· Assist the Site Supervisor and the Property’s supportive service provider in coordinating the resolution of housing issues with residents

· Provide property management support in building safety planning, preventative maintenance, site sanitation planning, disaster preparedness planning, and other projects assigned
· Maintain the property filing system, order office supplies and maintain electronic equipment

· Perform standard office duties, including mailing, faxing, scanning and preparing correspondence

· Manage the front desk operations of the building, including resident and visitor access, tracking of resident and management visitors, and logging incident reports 

 
Background and Educational Requirements

· History of progressively responsible related work experience, preferably in a non-profit organization

· Experience supporting homeless adults or other special needs populations required
· Property management and administrative experience required

· Experience working as part of a dynamic, multi-disciplinary team

· Strong record-keeping skills
· Ability to maintain professionalism, discretion, and independent judgment with staff and residents

· Able to pass a  background check

· Excellent PC skills, including word-processing and spreadsheets in a Windows-type environment

· Professional training may substitute for experience

Candidates need not have all the preferred skills and experience to apply.
This position reports to the Site Supervisor.  Pay is at $14.42/hour and City of Oakland mandated sick leave requirements. Medical and Dental benefits provided. The position will be open until filled. Interested applicants should submit a resume and cover letter by email to malcantara@hceb.org.  
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