JOB OPENING

Job Title: Property & Facilities Manager
Hours: 36 hours per week; 52 weeks per year
Closes: 5:00 pm, Wednesday, August 12, 2026

Department: Properties

Location: Job is located at 2229 5t Avenue
Please turn in applications at the front desk.

District 4 HRDC currently has a job opening for a Property & Facilities Manager. For more information please contact
Administrative Officer Amaya Bliwernitz, bliwernitza@hrdc4.org, 406-265-6743 x.1122

POSITION SUMMARY: Responsible for the overall management, operation, maintenance, and regulatory
compliance of District 4 HRDC's rental housing portfolio, agency facilities, and grounds. This position oversees
property leasing and tenant relations: ensures compliance with Rural Development. Fair Housing. and other
applicable regulations: coordinates maintenance, custodial services, contractors, and capital improvements:
administers building security and access systems; serves as the agency Safety Officer; and performs hands-on
maintenance and facility support as needed to maintain safe, efficient, and well-maintained properties.

Wage: $23.04 per hour
Hours: 36 hours per week

Benefits Available: Health, Vision and Dental Insurance; Annual, Sick and Personal Days; Simple IRA and 12 paid
holidays off per year.

Who should apply for this position: Anyone who has an Associate degree in, business administration.
construction management. public administration, a skilled trade. or a related field: completion of a recognized
skilled-trades apprenticeship: or an equivalent combination of education, training. and progressively responsible
experience and a minimum of four years of relevant experience in residential property management, subsidized
housing, facilities operations, building maintenance, construction, skilled trades, or a closely related field is required.
Must aiso possess a valid Montana driver's license, maintain required vehicle liability insurance, have an acceptable
driving record. and meet agency insurability requirements.

Application Deadline: 5:00pm, Wednesday, August 12, 2026

To Apply, Submit the Following:

1. Letter of interest stating your qualifications for the position and why you are interested in working for
HRDC

2. Current resume

3. Signed job description

Applications should be submitted to Amaya Bliwernitz, HRDC Administrative Officer, 2229 5th Ave. Havre, MT
59501

Incomplete application packets will not be considered. Contact Amaya Bliwernitz with any questions regarding
the application process, 406-265-6743 extension 1122



DISTRICT 4 HUMAN RESOURCES DEVELOPMENT COUNCIL

JOB DESCRIPTION
TITLE: Property & Facilities Manager SUPERVISOR: Executive Director
PROBATIONARY PERIOD: 1 year SUPERVISES: N/A
EMPLOYMENT HOURS: 36 per week WEEKS PER YEAR: 52
GRADE: 17 STARTING WAGE: $23.04

POSITION SUMMARY: Responsible for the overall management, operation, maintenance, and regulatory
compliance of District 4 HRDC's rental housing portfolio, agency facilities, and grounds. This position oversees
property leasing and tenant relations; ensures compliance with Rural Development, Fair Housing, and other
applicable regulations; coordinates maintenance, custodial services, contractors, and capital improvements;
administers building security and access systems; serves as the agency Safety Officer; and performs hands-on
maintenance and facility support as needed to maintain safe, efficient, and well-maintained properties.

MAJOR RESPONSIBILITIES:.

1. Manage the day-to-day operations of all District 4 HRDC rental properties, agency facilities, and
grounds.

2. Administer all aspects of property leasing, including applications, eligibility determinations, waiting
lists, lease preparation and execution, move-ins, move-outs, rent collection, certifications, annual
recertifications, and resident files,

3. Ensute compliance with Rural Development, Fair Housing requirements, and all applicable federal,
state, and local regulations.

4. Conduct routine inspections of rental properties, facilities, grounds, and building systems; maintain
required documentation; prepare reports; and ensure timely correction of identified deficiencies.

5. Perform and coordinate maintenance, repairs, custodial services, apartment turnovers, and preventive
maintenance for agency buildings, rental properties, grounds, and related equipment.

6. Coordinate and oversee contractors, vendors, and service providers; obtain bids or estimates as
appropriate; and monitor work to ensure quality, timeliness, and compliance with agency standards.

7. Perform preventative maintenance on building systems and equipment, including HVAC systems,
plumbing, electrical systems, lighting, appliances, doors, locks, and other facility components to
maximize service life and minimize repairs.

8. Assist with building security systems, including electronic door access, key control, access credentials,
and building security records.

9. Manage community garden plot leasing and support related program operations.

10. Maintain inventories of maintenance equipment, tools, custodial supplies, keys, access devices, and
other property assets; coordinate purchasing and replacement as needed.

11. Conduct routine safety inspections of buildings, grounds, sidewalks, parking areas, roofs, gutters,
mechanical systems, and equipment, addressing hazards or arranging corrective action as needed.

12. Serves as the agency Safety Officer and chairs the Safety Commitiee; administers the agency safety
program; maintains the Safety Manual, Safety Data Sheets, chemical inventories, meeting records, and
required safety documentation; provides annual staff safety training; coordinates inspections, incident
review, corrective actions, emergency preparedness, insurance risk-control activities, and grantor safety
compliance; and advises agency leadership regarding significant safety risks and required corrective
measures.

13. Respond to maintenance emergencies, tenant issues, lockouts, weather-related incidents, and other after-

hours property or facility needs in accordance with agency procedures, including evenings, weekends,
and holidays as required.
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15.

16.
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Maintain accurate maintenance records, work orders, inventories, tenant communications, inspection
reports, incident reports, and emergency response documentation.

Participate in annual monitoring, audits, inspections, and compliance reviews, including the preparation
and submission of requested information.

Enter and maintain required information in the MPACCT state database system

Participate in community and agency outreach activities and promote the mission and programs of
District 4 HRDC.,

ADDITIONAL RESPONSIBILITIES:

1.

© N o

Perform routine grounds maintenance, including mowing, trimming, edging, weed control, snow and ice
removal, and removal of litter and debris from agency buildings, rental properties, parking areas,
sidewalks, and grounds to maintain a safe, attractive, and well-maintained environment,

Sweep, mop, and maintain common areas and office spaces within the District 4 HRDC building to
ensure a clean and professional work environment.

Clean and sanitize bathrooms in the District 4 HRDC building, ensuring they remain stocked, sanitary,
and maintained in accordance with agency standards.

Assist with special maintenance projects, agency events, property improvements, and other operational
needs as assigned.

Coordinate recurring maintenance projects such as carpet cleaning, floor refinishing, water heater
flushing, HVAC filter replacement, and other scheduled preventive maintenance activities,

Provide tenants with general information regarding agency and community resources when appropriate.
Prepare monthly Board of Directors reports.

Perform other dutics as assigned.

MINIMUM QUALIFICATIONS:

1.

Associate degree in, business administration, construction management, public administration, a skilled
trade, or a related field; completion of a recognized skilled-trades apprenticeship; or an equivalent
combination of education, training, and progressively responsible experience. A bachelor’s degree is
preferred but not required.

A minimum of four years of relevant experience in residential property management, subsidized
housing, facilities operations, building maintenance, construction, skilled trades, or a closely related
field is required. Experience must demonstrate the ability to manage administrative and compliance
responsibilities while also performing or directing hands-on property maintenance.

Must be at least eighteen years of age and eligible to obtain licensure under Montana law. Must possess
or be able to obtain and maintain a Montana Property Manager Iicense within three months of
employment, including completion of all state-required education, examination, and licensing
requirements.

Experience managing residential rental properties, including leasing, tenant relations, rent collection,
inspections, lease administration, certifications, recordkeeping, and regulatory compliance is preferred.
Working knowledge of Rural Development, Fair Housing requirements, landlord-tenant laws, and other
applicable federal, state, and local housing regulations is preferred.

Ability to safely perform building maintenance activities including basic carpentry, plumbing, electrical,
drywall, painting, appliance repair, grounds maintenance, and snow removal.

Must possess a valid Montana driver's license, maintain required vehicle liability insurance, have an
acceptable driving record, and meet agency insurability requirements.

Satisfactory state and federal criminal background check, Child Protective Services check, sex offender
registry check and driving check.
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Within 1 year of employment the following certifications/training must be successfully
obtained/completed*:

1. MPACCT training.
2. Obtain Lead-Safe Renovator/Lead-Based Paint certification
3. Complete Fair Housing training and maintain Fair Housing certification.

SKILLS, ABILITIES AND OTHER REQUIREMENTS:

1.
2,

3.
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Excellent written, verbal, and interpersonal communication skills.

Strong organizational, planning, and time management skills with the ability to prioritize multiple
responsibilities and meet deadlines.

Demonstrated problem-solving and sound decision-making skills with the ability to work independently
and exercise good judgment.

Ability to establish and maintain effective working relationships with tenants, coworkers, contractors,
vendors, government agencies, and community partners.

Requires a willingness to work with people of all income levels with diversified backgrounds, including
people in need of Agency services, State officials, business people, and community leaders.

Ability to maintain accurate records and prepare reports using Microsoft Office and agency software
systems.

Ability to maintain confidentiality and handle sensitive information with professionalism and discretion,
Ability to remain calm, professional, and solution-oriented when responding to difficult situations or
conflict,

Ability to adapt to changing priorities and work effectively in a fast-paced environment,

WORKING/ENVIRONMENTAL CONDITIONS:

L. Requires frequent travel between District 4 HRDC properties, with occasional out-of-town travel for
training, material pickup, meetings, and other agency-related activities.

2. Work is performed in office, residential, mechanical, and outdoor environments with exposure to
varying weather conditions, including extreme heat and cold while performing grounds maintenance,
snow removal, mowing, inspections, and other facility-related aciivities.

3. Requires frequent standing, walking, sitting, bending, kneeling, stooping, crouching, climbing stairs and
ladders, and accessing confined areas.

4. Requires the ability to perform property inspections and work at heights up to 25 feet.

5. Requires occasional lifting, carrying, pushing, and/or pulling of materials, equipment, and supplics
weighing between 25 and 60 pounds.

6. Requitres use of hand tools, power tools, lawn equipment, maintenance equipment, and other related
equipment.

7. May involve exposure to dust, noise, cleaning products, building materials, and other conditions
associated with property and facility operations.

8. Requires operation of agency vehicles, including hauling trailers with equipment, tools, materials, or
supplies.

EMPLOYEE SIGNATURE: DATE:
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