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	JOB DESCRIPTION 

Title:	Property Specialist

Report to: 		Chief Financial Officer

Hours:		Hourly, 10-12 hours on average per week

Position Summary: Oversees planning, execution, and delivery of property-related projects, ensuring they are completed and within budget. This role involves coordinating with internal teams, contractors, volunteers, and property managers.

Qualifications and Experience:
· Strong organizational skills and attention to detail
· Knowledge of property management, maintenance and facilities
· Working knowledge of computer technology and software
· Demonstrated skills in Excel and other Microsoft products such as Outlook, Word, and PowerPoint
· Ability to communicate clearly with good interpersonal skills, high levels of self-motivation, optimism, and problem-solving
· Value system and personal style that is collaborative, ethical, Christian, persuasive, credible and fun.  
· Passionate about Bridge of Hope’s mission of engaging Christian faith communities in ending family homelessness through neighboring relationships that demonstrate Christ’s love. 
  
Responsibilities:

· Manage maintenance projects and vendor/contractor relationships of each property (50% of time)

· Coordinate and manage relationships with Property Managers under the LLCs owned by Bridge of Hope, for properties owned and master leased. (30% of time)
· Review lease agreements for tenants 
· Review lease agreements with property managers
· Communicate with Property Managers regarding properties
· Respond to tenant needs/issues, via Property Manager 
· Approve and manage work orders via Property Manager and/or volunteers 

· Maintain documentation of each property (owned and master leased) for historical and reference purposes, including vendors, tenants, etc. (15% of time)
· Track property information and details, including:
· Lease agreements
· Property Insurance
· Property inventory of systems 
· Tenant/Owner responsibilities
· Monthly statement reconciliations from property managers
· Monthly deductions or invoice needs of master lease properties

· Other (5% of time)
· Attend monthly staff meeting (2nd Wednesday at noon, via Zoom)
· Serve as staff for LLC Oversight Committee of the national board, along with the CEO and CFO
· To work with the year-at-a-glance document for this position, referring to it at least monthly and adding to it as necessary.
· Other projects as requested

I have read and I understand the responsibilities and requirements of this position for which I have been employed by Bridge of Hope.

Employee Signature: _______________________________________________________

Date: _________________________________________	

Created 11/2025
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