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FOREWORD

The occupational analysis project was conducted .by The Instructional Materials Laboratory,
Trade and Industrial Education, The Ohio State University in conjunction with the State
Department of Education, Division of Vocational Education pursuant to a grant from the U.S.
Office of Education.

The Occupational Analysis project was proposed and conducted to train vocational educators
in the techniques of making a comprehensive occupational analysis. Instructors were selected
from Agriculture, Business, Distributive, Home Economics, and Trade and Industrial Education
to gain experience in developing analysis documents for sixty-one different occupations. Repre-
sentatives from Business, Industry, Medicine, and Education were involved with the vocational
instructors in conducting the analysis process.

The project was conducted in three phases. Phase one involved the planning and development
of the project strategies. The analysis process was based on sound principles of learning and
behavior. Phase two was the identification, selection and orientation of all participants. The
training and workshop sessions constituted the third phase. Two-week workshops were held
during which teams of vocational instructors conducted an analysis of the occupations in which
they had employment experience. The instructors were assisted by both occupational consult-
ants and subject matter specialists.

The project resulted in producing one hundred two trained vocational instructors capable of
condulting and assisting in a comprehensive analysis of various occupations. Occupational anal-
ysis data were generated for sixty-one occupations. The analysis inlcuded a statement of the
various tasks performed in each occupation. For each task the following items were identified:
tools and equipment; procedural knowledge; safety knowledge; concepts and skills of mathema-
tics, science and communication needed for succrssful performance in the occupation. The
analysis data provided a basis for generating instructional materials, course outlines, student
performance objectives, criterion measures, as well as identifying specific supporting skills and
knowledge in the academic subject areas.
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PREFACE

In 1973 the Federal Division of Housing and Urban Development (HUD), informed a
group of certified property managers that there were about twenty-five million residential
rental units in the United States. This figure is expected to reach thirty-four million
by 1980. Over four and one half million units will be Federally assisted (subsidized)
rentals.

The expanded housing will generate a need for sixty thousand housing managers and two
hundred thousand maintenance and clerical service personnel by 1980.* A center has been
established to set standards, research techniques and accredit individuals.

Need for property managers expanded rapidly since World War II, because of increases in
the number of absentee property owners and in the size of housing complexes. Government
subsidies and changes in the social structure have encouraged the trend in specialized
property managers.

Application of scientific property management techniques and training of people has been
slow. The result has been generally poor management and delay in recognizing property
management as a viable occupation.

Titles and definitions are also obscure. The National Association of Home Builders
defines a property manager as:

"the direct representative of the management company (owners)
and responsible for the apartment projects that have ben

. assigned to him. He is responsible for the recruitment and
training of all personnel in the projects, he is the vehicle for
implementing all of the policies and procedures established by
management. He is also directly responsible for: the appearance,
maintenance, advertising, rental performance, problem solving,
training new personnel, preparing budgets, maintain control of
expenditures, and analyzing and reporting on budgeting deviations."

Other authorities define property managers as advisors in investment property or
specialists in the marketing of residential rental properties. Regardless of title, the role

4



of the property manager is not generally understood. Except in states where real estate
licenses are required for leasing, there is no formal license required and certification
agencies do not have legal status.

The actual duties of a property manager vary widely between regions, cities, and employers.
The size of the project managed has a strong bearing on managers' duties. Low income
housing has unique management problems.

The following duties analyzed are based on the more progressive, practices of relatively
large projects that favor the scientific approach. Property managers in these projects
generally depend on staff or contractors to perform most of the tasks.

Many owners and developers regard professional property managers as too expensive. They
hire lower level employees directly and perform many of the supervisory or administrative
functions. Many of the tasks outlined are performed by people whose general titles include
resident manager, rental agent, assistant resident manager, maintenance engineer, janitorial
staff, maintenance and repair specialist, and ground specialists.

Responsibilities of people with these titles overlap so completely that it is impractical to
assign responsibility. The object of this analysis is to describe a series of duties which,
if properly conducted, should result in successful residential complexes.

With minor changes many of the descriptions apply to property managers working on
government supported complexes or for private owners.

Duties of property managers of commercial or industrial complexes, vary considerably from
those of residential property managers. These variations are beyond the scope of this analysis.

The duties of property managers are becoming recognized as requiring the full time,
dedicated attention of a personable business person trained in good sales technique.

* Source: A study by the National Corporation for Housing Partnerships sponsored by
HUD.
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JOB DESCRIPTION

A property manager is an agent of the owner of residential rental property. His/her
duties are to consult with the owners on the planning and/or purchase of investment
properties, and on the selection and acquisition of marketable apartment complexes.

On existing units, the resident property manager is generally vested with responsibility for
all phases of the operations, including general administration, and mantenance of the
physical plant. In some complexes leasing or deposits and rents may be handled by
outside agencies.

The property manager is generally under contract, frequently on a percentage basis.
Frequent communication between the resident manager and the owner or owner's
business agent is vital.

im-



Duty A Consulting with Owners and Developers in Planning New Residential
Rental Projects or Purchase of Existing Projects

1 Guide owner in initial planning of project
2 Advise owner on rental market, costs, and ratios
3 Analyze and help specific locations, sites, and types of facilities

for project
4 Assist in financial planning related to project

) 2.
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Duty B Mastering, Organizing, and Analyzing Pertinent Facts About Owner's
Project and Competitive Rentals and Using These Facts in Marketing,
Managing, and Policy Formation

1 Compile information on own and competitive projects' services
2 Prepare vital statistics and outline the advantages of the project
3 Develop and distribute merchandising and public relations

materials
4 Study tenant profile and compare to market plan

2)
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Duty C Determining and Selecting the Staff and Contracting Groups Required
to Operate the Complex

1 Determine and classify number of personnel needed
2 Recruit, train, and control on-site workers.
3 Select, supervise, and pay off-site service people, contractors,

and suppliers

80
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Duty D Advertising Ad Promoting Project Services, Public Relations Duties

and Conducting Tenant Relations Programs

1 Structure or modify new project, or existing project
2 Advertise and promote new project construction or acquisition
3 Communicate with prospects, tenants, general public employees

and owners
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Duty E Marketing and Renting Space in New Project and Maintaining Optimum

Occupancy Levels and Quality

1 Create and maintain rent roll, vacancy statistics, and tenant profile

2 Organize sales presentation and application procedur s

3 Select and show model apartment
4 Screen applications and select most desirable

44
37

14



4.

(T
A

S
K

 S
T

A
T

E
M

E
N

T
)

C
R

E
A

T
E

 A
N

D
 M

A
IN

T
A

IN
 R

E
N

T
 R

O
LL

,
V

A
C

A
N

C
Y

 S
T

A
T

IS
T

IC
S

, A
N

D
 T

E
N

A
N

T
P

R
O

F
IL

E
45

T
O

O
LS

, E
Q

U
IP

M
E

N
T

, M
A

T
E

R
IA

LS
,

O
B

JE
C

T
S

 A
C

T
E

D
 U

P
O

N
P

E
R

F
O

R
M

A
N

C
E

 K
N

O
W

LE
D

G
E

S
A

F
E

T
Y

H
A

Z
A

R
D

R
en

t r
ol

l s
ta

tis
tic

s 
(o

w
n 

an
d 

co
m

m
un

ity
)

D
et

er
m

in
e 

an
d 

co
m

pa
re

 v
ac

an
cy

 le
ve

l
an

d 
th

e

M
ar

ke
t i

nf
or

m
at

io
n 

fr
om

 o
th

er
 c

iti
es

va
ca

nc
y 

le
ve

l o
f c

om
pe

tit
io

n

T
ra

in
ed

 in
te

rv
ie

w
er

s
K

ee
p 

in
ve

nt
or

y 
re

co
rd

s 
of

 c
ur

re
nt

an
d 

ex
pe

ct
ed

A
dv

er
tis

in
g 

co
py

 a
nd

 m
ai

lin
g 

pi
ec

es
va

ca
nc

ie
s

N
ew

sp
ap

er
s

E
xa

m
in

e 
pr

os
pe

ct
 li

st
s 

an
d 

so
ur

ce
s 

of
 p

ro
sp

ec
ts

R
ad

io
 s

ta
tio

ns
fo

r 
de

si
ra

bl
e 

te
na

nt
s

P
la

ce
 a

dv
er

tis
em

en
ts

 o
r 

al
er

t r
en

ta
l a

ge
nt

s 
to

st
ar

t i
nt

en
si

ve
 s

el
lin

g 
if 

ne
ce

ss
ar

y

-
.

D
E

C
IS

IO
N

S
C

U
E

S
E

R
R

O
R

S

D
et

er
m

in
e 

ho
w

 m
an

y 
ap

pl
ic

at
io

ns
 to

 c
on

si
de

r
U

pd
at

e 
of

 r
en

t r
oo

ts
T

oo
 m

an
y 

va
ca

nc
ie

s

va
ca

nc
y

P
er

ce
nt

ag
e 

of
 v

ac
an

ci
es

U
nd

es
ira

bl
e 

te
na

nt
s

D
et

er
m

in
e 

w
he

n 
it 

pa
ys

 to
 r

el
ax

 s
ta

nd
ar

ds



(T
A

S
K

 S
T

A
T

E
M

E
N

T
)

C
R

E
A

T
E

 A
N

D
 M

A
IN

T
A

IN
 R

E
N

T
 R

O
LL

, V
A

C
A

N
C

Y
 S

T
A

T
IS

T
IC

S
,

A
N

D
 T

E
N

A
N

T
 P

R
O

F
IL

E

S
C

IE
N

C
E

M
A

T
H

N
U

M
B

E
R

 S
Y

S
T

E
M

S

B
as

ic
 a

rit
hm

et
ic

 s
ki

lls
 a

nd
 c

on
ce

pt
s

S
ta

tis
tic

al
 a

na
ly

si
s

A
ve

ra
ge

s

C
O

M
M

U
N

IC
A

T
IO

N
S

P
E

R
F

O
R

M
A

N
C

E
 M

O
D

E
S

E
X

A
M

P
LE

S
S

K
IL

LS
/C

O
N

C
E

P
T

S

W
rit

in
g

R
ea

di
ng

A
dv

er
tis

em
en

ts
R

ec
or

ds

P
ro

sp
ec

t l
is

ts
O

th
er

 m
an

ag
er

s 
re

po
rt

s 39

C
la

rit
y 

of
 e

xp
re

ss
io

n,
 p

er
su

as
io

n 
an

d 
sa

le
s

te
ch

ni
qu

e,
 p

en
m

an
sh

ip
, c

la
ss

ifi
ca

tio
n,

 r
ep

or
t,

lo
gi

c

C
om

pr
eh

en
si

on
, d

et
ai

l/i
nf

er
en

ce
, d

es
cr

ip
tio

n

G
IG



(T
A

S
K

 S
T

A
T

E
M

E
N

T
)

O
R

G
A

N
IZ

E
 S

A
LE

S
 P

R
E

S
E

N
T

A
T

IO
N

 A
N

D
 A

P
P

LI
C

A
T

IO
N

 P
R

O
C

E
D

U
R

E
S

T
O

O
LS

, E
Q

U
IP

M
E

N
T

, M
A

T
E

R
IA

LS
,

O
B

JE
C

T
S

 A
C

T
E

D
 U

P
O

N
P

E
R

F
O

R
M

A
N

C
E

 K
N

O
W

LE
D

G
E

S
A

F
E

T
Y

H
A

Z
A

R
D

T
en

an
t a

pp
lic

at
io

ns
B

as
ic

 d
at

a 
on

 p
ro

je
ct

P
re

pa
re

d 
le

as
es

O
rg

an
iz

e 
sa

le
s 

pr
es

en
ta

tio
n 

ar
ou

nd
 a

m
en

iti
es

S
et

 u
p 

ap
po

in
tm

en
ts

ex
pl

ai
n 

pr
oj

ec
t, 

an
d

ac
ce

pt
 a

pp
lic

at
io

ns
P

la
n 

nu
m

be
r 

of
 in

te
rv

ie
w

s 
an

d 
se

le
ct

 in
te

rv
ie

w
er

O
bs

er
ve

 a
pp

ea
ra

nc
e,

 m
an

ne
rs

 a
nd

 p
er

fo
rm

an
ce

P
la

n 
pr

om
ot

io
ns

 to
 p

re
ce

de
 h

ea
vy

 r
en

ta
l d

riv
es

D
E

C
IS

IO
N

S
C

U
E

S
E

R
R

O
R

S

D
et

er
m

in
e 

m
ar

ke
t d

em
an

d
D

et
er

m
in

e 
va

ca
nc

ie
s

S
el

ec
t a

pa
rt

m
en

ts
 to

 s
ho

w

T
he

 e
co

no
m

y;
 r

es
po

ns
e 

to
 a

dv
er

tis
in

g;
 in

fo
rm

a-
tio

n 
fr

om
 o

th
er

 m
an

ag
er

s
N

ea
tn

es
s

A
va

ila
bi

lit
y

Lo
w

 in
qu

iry
 r

at
e;

to
o 

m
an

y 
va

ca
nc

ie
s

U
na

tte
nd

ed
 p

ro
sp

ec
t

D
is

sa
tis

fie
d 

pr
os

pe
ct



(T
A

S
K

 S
T

A
T

E
M

E
N

T
)

O
R

G
A

N
IZ

E
 S

A
LE

S
 P

R
E

S
E

N
T

A
T

IO
N

 A
N

D
 A

P
P

LI
C

A
T

IO
N

 P
R

O
C

E
D

U
R

E
S

S
C

IE
N

C
E

M
A

T
H

N
U

M
B

E
R

 S
Y

S
T

E
M

S

P
er

su
as

io
n 

an
d 

sa
le

s 
te

ch
ni

qu
es

E
xh

ib
it 

qu
al

iti
es

 o
f p

ro
fe

ss
io

na
lis

m
B

as
ic

 a
rit

hm
et

ic
 s

ki
lls

 a
nd

 c
on

ce
pt

s
.

C
O

M
M

U
N

IC
A

T
IO

N
S

P
E

R
F

O
R

M
A

N
C

E
 M

O
D

E
S

E
X

A
M

P
LE

S
S

K
I L

LS
/C

O
N

C
E

P
T

S

S
pe

ak
in

g

V
ie

w
in

g

T
ak

in
g 

ap
pl

ic
at

io
ns

E
xp

la
in

 to
 p

ro
sp

ec
t

In
sp

ec
t i

nt
er

vi
ew

er
 a

nd
 p

ro
sp

ec
t

41

G
en

er
al

 v
oc

ab
ul

ar
y,

 c
la

rit
y 

of
 e

xp
re

ss
io

n,
pe

rs
ua

si
on

 a
nd

 s
al

es
 te

ch
ni

qu
e,

 p
oi

se
V

is
ua

l a
na

ly
si

s,
 d

et
ai

l a
nd

 in
fe

re
nc

e,
 lo

gi
c



(T
A

S
K

 S
T

A
T

E
M

E
N

T
)

S
E

LE
C

T
 A

N
D

 S
H

O
W

 M
O

D
E

L 
A

P
A

R
T

M
E

N
T

T
O

O
LS

, E
Q

U
IP

M
E

N
T

, M
A

T
E

R
IA

LS
,

O
B

JE
C

T
S

 A
C

T
E

D
 U

P
O

N
P

E
R

F
O

R
M

A
N

C
E

 K
N

O
W

LE
D

G
E

S
A

F
E

T
Y

H
A

Z
A

R
D

M
od

el
 a

pa
rt

m
en

ts
 -

 e
m

pt
y 

or
 fu

rn
is

he
d

S
el

ec
t o

ne
 o

r 
m

or
e 

m
od

el
 a

pa
rt

m
en

ts
F

ur
ni

sh
in

gs
 fo

r 
m

od
el

 a
pa

rt
m

en
t

C
le

an
, f

ur
ni

sh
, a

nd
 m

ai
nt

ai
n 

m
od

el
 a

pa
rt

m
en

t
.

B
ro

ch
ur

es
 p

rin
te

d 
fo

r 
oc

ca
si

on
P

re
pa

re
 in

te
ns

iv
e 

sa
le

s 
pr

es
en

ta
tio

n
In

te
ns

iv
e 

sa
le

s 
pr

es
en

ta
tio

n 
in

 p
rin

t
S

ho
w

 a
pa

rt
m

en
t a

nd
 p

ro
je

ct
 a

s 
a 

un
it

P
ro

sp
ec

t l
is

t a
nd

/o
r 

re
fe

rr
al

s
K

ee
p 

pr
oj

ec
t c

le
an

, n
ea

t, 
an

d 
re

ad
y 

fo
r 

di
sp

la
y

A
pp

lic
at

io
n 

fo
rm

s
F

ol
lo

w
 u

p 
un

de
ci

de
d 

pr
os

pe
ct

s
F

or
m

 le
tte

r 
fo

r 
ac

ce
pt

an
ce

 o
r 

re
je

ct
io

n
S

ec
ur

e 
co

nf
irm

at
io

n

D
E

C
IS

IO
N

S
C

U
E

S
E

R
R

O
R

S

D
et

er
m

in
e 

if 
m

od
el

 is
 to

 b
e 

te
m

po
ra

ry
 o

r
S

pa
ce

 a
va

ila
bl

e,
 c

on
di

tio
n 

ap
ar

tm
en

t, 
m

on
ey

M
od

el
 u

na
va

ila
bl

e 
or

 u
ns

ui
ta

bl
e 

fo
r 

sh
ow

in
g

pe
rm

an
en

t; 
th

e 
ap

ar
tm

en
t o

f m
an

ag
er

 o
r

av
ai

la
bl

e 
fo

r 
fu

rn
is

hi
ng

s
te

na
nt

(e
.g

., 
di

rt
y 

w
al

ls
, d

ra
fts

, m
ar

ks
 o

n 
w

al
ls

,
br

ok
en

 e
qu

ip
m

en
t, 

et
c)



(T
A

S
K

 S
T

A
T

E
M

E
N

T
)

S
E

LE
C

T
 A

N
D

 S
H

O
W

 M
O

D
E

L 
A

P
A

R
T

M
E

N
T

S
C

IE
N

C
E

M
A

T
H

N
U

M
B

E
R

 S
Y

S
T

E
M

S

C
O

M
M

U
N

IC
A

T
IO

N
S

P
E

R
F

O
R

M
A

N
C

E
 M

O
D

E
S

E
X

A
M

P
LE

S
S

K
IL

LS
 /C

O
N

C
E

P
T

S

S
pe

ak
in

g

V
ie

w
in

g
W

rit
in

g

S
em

i-f
or

m
al

 p
re

se
nt

at
io

n

V
is

ua
l i

m
pr

es
si

on
s

W
rit

te
n 

fo
llo

w
 u

p

43

C
la

rit
y 

of
 e

xp
re

ss
io

n,
 p

er
su

as
io

n 
an

d 
sa

le
s

te
ch

ni
qu

e,
 p

oi
se

V
is

ua
l a

na
ly

si
s,

 d
et

ai
l a

nd
 in

fe
re

nc
e,

 lo
gi

c
S

pe
lli

ng
, c

la
ss

ifi
ca

tio
n,

 d
es

cr
ip

tio
n



(T
A

S
K

 S
T

A
T

E
M

E
N

T
) 

S
C

R
E

E
N

 A
P

P
LI

C
A

T
IO

N
S

 A
N

D
 S

E
LE

C
T

M
O

S
T

 D
E

S
IR

A
B

LE
C

I

T
O

O
LS

, E
Q

U
IP

M
E

N
T

, M
A

T
E

R
IA

LS
,

O
B

JE
C

T
S

 A
C

T
E

D
 U

P
O

N
P

E
R

F
O

R
M

A
N

C
E

 K
N

O
W

LE
D

G
E

S
A

F
E

T
Y

H
A

Z
A

R
D

A
pp

lic
at

io
n 

fo
rm

s
C

re
di

t b
ur

ea
u 

co
nt

ra
ct

[L
et

te
rs

 o
r 

ph
on

e 
ca

lls
 to

 r
ef

er
en

ce
s]

C
le

ric
al

 h
el

p
B

ro
ch

ur
es

 o
n 

co
m

pl
ex

C
al

lin
g 

ca
rd

s
C

om
pl

et
ed

 a
pp

lic
at

io
n 

fr
om

 w
ai

tin
g 

lis
t

U
se

 a
pp

lic
at

io
ns

 a
nd

 in
te

rv
ie

w
 n

ot
es

 to
 c

he
ck

ap
pl

ic
an

t
A

rr
an

ge
 a

 s
ec

on
d 

vi
si

t f
or

 m
os

t d
es

ira
bl

e
pr

os
pe

ct
s

A
sk

 q
ue

st
io

ns
 a

bo
ut

 p
ro

sp
ec

t; 
ne

ed
s

If 
ap

pl
ic

an
t i

s 
lo

ok
in

g 
fo

r 
be

tte
r 

fa
ci

lit
ie

s 
of

or
 lo

w
er

 r
en

ts
 o

r 
if 

ap
pl

ic
an

t c
an

no
t b

e
se

rv
ed

 n
ow

, r
ef

er
 to

 o
th

er
 c

om
pl

ex
O

bt
ai

n 
a 

cr
ed

it 
ra

tin
g 

fo
r 

pr
os

pe
ct

If 
re

je
ct

ed
 a

pp
lic

an
t h

as
 s

om
e 

ap
pe

al
, p

ut
 in

re
se

rv
e

D
E

C
IS

IO
N

S
C

U
E

S
E

R
R

O
R

S

Lo
ss

 o
f d

es
ira

bl
e 

te
na

nt
D

et
er

m
in

e 
st

ric
tn

es
s 

of
 a

nd
 c

rit
er

ia
 fo

r 
sc

re
en

-
In

co
m

e,
 c

re
di

t r
at

in
g,

 o
cc

up
at

io
n,

 n
ei

gh
bo

rh
oo

d
in

g
D

et
er

m
in

e 
w

he
th

er
 to

 c
oo

pe
ra

te
 w

ith
 c

om
pe

ti.
to

rs
 fo

r 
m

ut
ua

l b
en

ef
it

D
et

er
m

in
e 

al
te

rn
at

e 
sa

le
s 

cl
in

ch
er

s



(T
A

S
K

 S
T

A
T

E
M

E
N

T
)

S
C

R
E

E
N

 A
P

P
LI

C
A

T
IO

N
S

 A
N

D
 S

E
LE

C
T

 M
O

S
T

 D
E

S
IR

A
B

LE

S
C

IE
N

C
E

M
A

T
H

N
U

M
B

E
R

 S
Y

S
T

E
M

S

E
xh

ib
it 

ca
pa

ci
ty

 to
 a

sc
er

ta
in

 p
er

so
na

l q
ua

lit
ie

s
E

xh
ib

it 
ca

pa
ci

ty
 to

 li
st

en
 o

pe
nl

y 
an

d 
at

te
nt

iv
el

y
E

xh
ib

it 
qu

al
iti

es
 o

f t
ac

t, 
po

is
e,

 c
on

si
de

ra
tio

n,
 g

ra
ci

ou
sn

es
s 

an
d 

im
ag

in
a-

tio
n

B
as

ic
 a

rit
hm

et
ic

 s
ki

lls
 a

nd
 c

on
ce

pt
s

C
O

M
M

U
N

IC
A

T
IO

N
S

P
E

R
F

O
R

M
A

N
C

E
 M

O
D

E
S

E
X

A
M

P
LE

S
S

K
I L

LS
/C

O
N

C
E

P
T

S

<
9

S
pe

ak
in

g

Li
st

en
in

g

V
ie

w
in

g

In
te

rv
ie

w
 p

ro
sp

ec
ts

E
xp

la
in

 le
as

e 
an

d 
qu

al
ifi

ca
tio

ns
P

ro
sp

ec
t's

 a
ns

w
er

s 
to

 in
te

rv
ie

w
 q

ue
st

io
ns

P
ro

sp
ec

t's
 a

pp
ea

ra
nc

e

45

G
en

er
al

 v
oc

ab
ul

ar
y,

 e
nu

nc
ia

tio
n,

 p
oi

se

D
is

cr
im

in
at

e 
fa

ct
s 

fr
om

 n
on

-f
ac

ts
,

co
nc

en
tr

at
io

n,
 n

ot
e 

ta
ki

ng
V

is
ua

l a
na

ly
si

s,
 d

et
ai

l a
nd

 in
fe

re
nc

e,
 lo

gi
c



Duty F Leasing, Renewal of Leases and Solving Problems Related to Terms
of Lease and Riders

1 Select terms of general lease and add riders
2 Negotiate lease and explain covenants and riders to prospect
3 Record and file lease form for reference, renewal, and possible

use

3

47
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Duty G Moving Tenants In and Out of Apartments, Maintaining Good Will,
and Continuity of the Lease

1 Inspect and repair vacant apartments
2 Schedule move-in, greet tenant, and provide necessary equipment
3 Schedule move-outs, inspect for security refund, and estimate

cost of refurbishing

0
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Duty H Billing, Collecting, and Accounting for Security Deposits, Penalty
Payments and Other Funds

1 Comply with legal and owner's policy on rents and service
2 Collect and deposit rent and follow-up delinquent tenants
3 Develop tenant relations and service policy

(7
63
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Duty I Developing Tenant Relations and Service Policy and Provide
Amenities as Planned

1 Provide for emergencies, safety, and security maintenance
2 Program social and recreational activities sponsored by complex
3 Provide service and maintenance to individual apartments and common areas

7,1-

71
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Duty J Maintaining, Repairing and Improving Project by Staff and Contractors

1 Inspect complex and forecast maintenance needs and cost
2 Establish work schedule, work incentives and control activities
3 Study and control individual functions of staff
4 Provide employee training, refresher courses, and work incentives
5 Contract for selected maintenance and service
6 Prepare, fill out, and file work forms and pass outs
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Duty K AdMinistrating, Record Keeping, and Communications

1 Coordinate all phases of operation
2 Keep records, including bookkeeping
3 Supervise social activ:ties and relations between tenants
4 Report to owners monthly and annually
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