



[image: ]Job Title: Tenant Services Coordinator
Employment Status: Temporary - Full Time
Reference Code: 1847
Closing Date: April 25, 2022
Location: Midhurst, Simcoe County


Position Summary

*Temporary contract until January 2023
The Tenant Services Coordinator is responsible for the day to day delivery of tenant related  property management functions including lease administration, rental of units, income verification and rent geared to income calculations for the County’s owned social housing projects, in accordance with the policies of the County and applicable legislation and standards.

Position Requirements
1. Completion of a two (2) year community college diploma in Social Sciences or Business Administration or equivalent.
2. A minimum of three (3) years’ experience in progressively responsible,related positions, including one (1) year as a Tenant Services Coordinator or similar position in property management.
3. Strong knowledge of property management obtained through the Institute of Housing Management Accreditation program, Certified Property Manager program or related field or equivalent experience.
4. Problem solving and conflict resolution skills.
5. Strong interpersonal and communication skills.
6. Good communication, planning, analytical and organizational skills.
7. Strong time management and multi-tasking skills.
8. Ability to exercise discretion & maintain confidentiality.
9. Knowledge of SAP, word-processing, YARDI system and spreadsheet application skills.
10. Valid G Class Driver’s License and access to a reliable vehicle.
11. Criminal reference check with vulnerable sector clearance.

Compensation 
$65,043.00 - $78,049.00 per annum

[bookmark: _GoBack]To Apply
View the job description and submit your application online at https://simcoe.hua.hrsmart.com/hr/ats/Posting/view/1847 
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The County of Simcoe thanks all applicants for their interest in this opportunity, but please note that only those candidates selected for an interview will be contacted. No telephone calls please.

Personal information provided is collected under the authority of the Municipal Act (2001) and will be used to determine eligibility for employment. The Corporation of the County of Simcoe is an Equal Opportunity Employer, and will provide employment accommodation upon request.
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