Resident Manager

SUMMARY: 

Live and work at the Graduate and Family Housing Complex showing apartments and performing light maintenance, among other tasks.

DUTIES AND RESPONSIBILITIES: 

1. Show apartments, quote rates, and assist in the rental of the units. 

2. Orientate, check residents in/out of apartments, complete required forms and conduct final apartment inspections.

3. Make minor repairs, report rule violations, distribute late rent and eviction notices, and recommend improvements.

4. Hiring, training, and supervising Security Aides. 

5. Conduct monthly meetings.

6. On-call at least 50% of the time.

7. Other job-related duties as assigned.

MINIMUM JOB REQUIREMENTS:

Current UNM student.

Min. 6 credits; max 9 credits (grad) or 15 credits (undergrad).

Must be in pursuit of a degree

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:
· Ability to relate to and maintain good relationships with residents and their families.

· Sensitive to diverse cultural, ethnic and economic backgrounds. 

· Ability to multi-task and self-regulate.

