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			         	JOB DESCRIPTION
Job Title:  Tenant Occupancy Specialist		Department:  Aha Macav Housing Entity
Reports to: Executive	Director			Employment Status: Full-Time
Classification:	Non-Exempt			     	Supervisory Status: None	
Date Approved: 11/20/2025			  	Driving Classification: Driver
Salary: DOE

SUMMARY OF POSITION:
The Tenant Occupancy Specialist (TOS)is the focal point for all activities between the tenant or homebuyer and AMHE.   This position is responsible for exercising judgment and tact in securing cooperation from tenants and homebuyers. Collecting and safeguarding sensitive and vital information in a timely manner to determine eligibility for several programs and initiate legal action for rental lease or homebuyer agreement violation(s).

Duties and Responsibilities of the Tenant Occupancy Specialist
· Handles all incoming calls regarding tenant and homebuyer matters.
· Handles all forms of Tenant/Homebuyer Collections such as receiving payments; enter payments, view accounts, issuing receipts and preparing bank deposits.
· Maintains rental and homebuyer units by filling vacancies.
· Communicates and works closely with Maintenance Supervisor and Maintenance Secretary. 
· Enforces lease and homebuyer agreement rules and provides counseling to remedy violations prior to evictions.
· Establishes rental rates and homebuyer payments by program calculations.
· Maintains tenant and homebuyer files for audit and HUD on-site monitor reviews.
· Proposes budget management for annual submission of the Indian Housing Plan.
· Investigates and resolves tenant complaints in a timely manner.
· Ensure all move-in and move-out inspections are completed and documented.
· Follows up on all repairs and upgrades relating to modernization program and homeowners’ rehabilitation program.
· Coordinates relocation arrangements when necessary. 
· Works closely with Maintenance on scheduling and noticing participants. 
· Builds and maintains a good relationship with all servicing vendors and other tribal departments.
· Works closely with Security and reviews security reports for potential lease violations and makes requests and reviews all Housing police reports for potential lease violations.
· Determines eligibility on all housing and program applications and notifies applicants of approval or denial status in a timely manner.
· Prepares Wait List for monthly certification.
· Prepares monthly reports for the monthly Board of Commissioners meeting and gives a verbal report.
· Understands and practices written policies governing eligibility, admissions and occupancy and other resources such as NAHASDA requirements and HUD statutes.
· Educates rental clients on becoming homebuyers.
· Educates new move-ins on lease and tenant responsibilities.
· Completes required annual re-certifications on all housing participants in a timely manner.
· Responsible for scheduling and notifying tenants of quarterly pest control service and plan to service units with pest issues. 
· Explain monthly payment calculations for new move-ins.
· Utilize the tenant software program, (Kanso) to its fullest capacity.
· Develop and utilize electronic tenant communications.
· All other duties as assigned.
QUALIFICATIONS:
Required
· High School Diploma or GED
· Six (6) months previous office experience, preferably in the housing field.
· Must be proficient in Microsoft Word and Excel.
· Must possess a valid driver’s license and be insurable under the FMIT insurance plan.

Preferred
· A minimum of two years of college in Business Administration or a related field.

SKILLS AND ABILITIES (if applicable):
· Must be able to perform each duty satisfactorily as listed above.
· Ability to communicate clearly, respectfully, and effectively with individuals from a wide range of socio-economic and cultural backgrounds.
· Demonstrates the ability to manage and protect confidential, personal, and propriety information with discretion. 
PHYSICAL DEMANDS OF POSITION:
The employee may occasionally be required to move boxes of up to 25 pounds.  Normal vision requirements, i.e., close vision, distance vision.  The employee is frequently required to sit or stand for long periods of time and walk distances as well as stoop, bend, kneel and crouch.  Reasonable accommodations may be made to enable individuals with disability to perform the essential functions. 
OTHER REQUIREMENTS:
Employee must pass a pre-employment drug test and maintain a drug/alcohol free work environment.  Must be insurable under the Tribe’s insurance plan and pass a background check.  Employee may be required to travel to various departments, entities and locations within the Tribal Reservation and may be required to travel to various trainings as necessary. 
Must meet certain requirements to be considered for position as stated in Personnel Policy 3.5 Promotions (B) (1-5).  Per the Personnel Policy Manual, Section 2.1 and 2.5 (E) FMIT Member preferences will apply and FMIT members will have first preference to interview.  In addition, FMIT Members will be able to interview regardless of qualifications per 2.11 Policy Statement; however must be prepared to explain.  Job description available upon request.

____________________________________________________		_______________________
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