
   

 
HOUSING AUTHORITY OF SAVANNAH 

1407 WHEATON STREET 

SAVANNAH, GA  31404 

 

 

TITLE:  ADMINISTRATIVE ASSISTANT 

 

SUPERVISOR: PROPERTY MANAGER   

 

POSITION SUMMARY:   

The employee in this position is responsible for the performance of varied administrative and 

technical assignments pertaining to the management of a multifamily residential community.  

Responsibilities include a variety of administrative assignments that require the application of 

judgment and initiative based on knowledge gained through experience. Position also requires 

the efficient use of Microsoft Office applications including, but not limited to, Word, Excel and 

Outlook. 

 

ESSENTIAL JOB FUNCTIONS 

 

1. Type correspondences, reports, forms and other materials from typed or handwritten 

copy.  Work requires responsibility for spelling, punctuation, grammar and format. 

2. Compose letters, memorandums and reports using established formats and content as 

guides. 

3. Screen calls and visitors; answer inquiries; provide information. 

4. Maintain existing filing structure to meet audit and records management guidelines. Set up and organize 

files and manuals; keep files up-to-date and distribute as needed. 

5. Manage and increase the effectiveness and efficiency of administrative systems, processes and policies in 

support of the organization’s mission 

6. Direct and Assist with the flow of leasing traffic by determining the nature of the visit, providing general 

company information, and connecting the person to the correct HAS personnel. 

7. Sort, open, stamp and distribute all incoming mail and package deliveries. 

8. Assist with the recertification process for all residents to be completed in a timely, accurate manner. 

9. Work independently and within a team on special nonrecurring and ongoing projects. 

10. Maintain positive relations with residents, visitors and vendors. 

11. Attend and participate in departmental, organizational and community meetings as required. 

12. Verify/monitor properties are in compliance with applicable Affordable Housing Program regulations by 

staying current on all updates and changes in program requirements. This will include attending periodic 

compliance training. 

13. Work with Property Management team to develop action plans for non-compliant properties, including 

corrective action plans based on internal/external audits. 

14. Receive and record repair requests from residents and Property Management Personnel; prepares 

logs, and files work orders in response to repair requests. 



   

 

15. Review and verify records and reports to insure that required information is provided and 

is correct. 

16. Operate office machines and equipment including the operation of a personal computer. 

17. Assist supervisor with completing required HUD documentation. 

18. Perform related work as required.  May be required to perform Administrative Assistant 

Essential job Functions at sites other than the primary work site. 

 

REQUIRED KNOWLEDGE AND ABILITIES:   

1. Knowledge of the general operations and procedures of rental apartment communities.  

LIHTC and HUD Multifamily experience is a plus. 

2. Knowledge of maintaining financial records and budgets. 

3. Knowledge of office practices, materials, equipment and procedures. 

4. Knowledge of business English, spelling and arithmetic. 

5. Knowledge of the laws, regulations and policies related to rental property management. 

6. Skill in the operation of a personal computer and various word processing and 

spreadsheet programs. 

7. Skill in the operation of copiers, scanners, and other business machines. 

8. Ability to establish and maintain effective filing systems and clerical procedures. 

9. Ability to understand and follow quickly and accurately written an oral instructions. 

10. Ability to compile data and to write clear and comprehensive reports. 

11. Ability to establish and maintain effective relations with other employees. 

12. Ability to meet and deal tactfully and courteously with the public. 

13. Ability to use discretion in the handling of confidential information. 

14. Ability to work in less than ideal conditions, e.g. noise, etc. 

 

PHYSICAL REQUIREMENTS:   

Must be physically able to operate a variety of automated office machines including computers, 

copiers, printers, facsimile machine, telephone, etc.  Must be able to work, move, or carry objects or 

materials such as files, computer printouts, reports, calculator, pencils, legal pads, etc. 

 

MINIMUM EDUCATION, TRAINING, AND/OR EXPERIENCE:   

Graduation from an accredited high school with two years of college or business school with 

course work in business, office management, or related field and two years of experience; or an 

equivalent combination of education and experience which meets the required knowledge and 

abilities.  Property management experience preferred, Yardi experience is a plus. 

 

SPECIAL REQUIREMENTS:   

 

1. Possession of a valid driver's license. 

2. Able to be covered under the Housing Authority's fidelity bond. 


