
Job Description 
Community Manager 

Our premier, growing, Rochester-based property management firm is looking to add a 
Community Manager to oversee multiple properties within our downtown portfolio. 

General Description 

The Community Manager is responsible for the oversight of multiple properties, along with but 
not limited to overseeing leases, prospecting, and tenant relations, maintaining a positive and 
inclusive community atmosphere, ensuring that all tenants are adequately accommodated and 
ensuring that any disputes are handled in the most professional way possible. 

Job overview: Essential Duties and Responsibilities: 

• Oversee Leasing, Prospecting, and Tenant Relations  
• Renewal Process 

• Monthly report to set rents 
• Oversee process 

• Reporting 
• Weekly Property Report  
• Lease expiration reports 
• Vacancy reporting  

• Daily Property Inspections 
• Set and maintain rents  
• Marketing Survey / Marketing Efforts 
• Assist with setting and maintain budgets 

• Monthly Variance Reporting 
• Asset Tracking 
• Quality Control 

• Assist with service request and make ready process and quality 
• Mange affordable units and/or critical paperwork 
• Move in and Move Out inspections 
• Security Deposit Refunds and Reports 
• Delinquency Reports and Small Collections 
• Manage and maintain lease Documents and Rent Manager 
• Manage and maintain onsite parking 
• Advertising/ Community Events/ Resident Facebook 

 
Minimum Qualifications 

• 3-5 years Residential Onsite Leasing/ Management Experience 
• Knowledge of processes for a residential community 
• Leasing Software Experience 
• Highly proficient in Microsoft Excel 
• Strong verbal and written communication skills 
• College – bachelor’s degree preferred  



• Strong ability to multitask 
• Management experience a plus 

 

Physical Demands  

The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. Must be able to lift 15 pounds and sit for long periods of time. 

While performing the duties of this job, the employee is regularly required to sit and talk or hear. 
The employee is frequently required to use hands to handle or feel items such as documents. The 
team member is frequently required to stand; walk and reach with hands and arms. Specific 
vision abilities required by this job include close vision, color vision and ability to adjust focus. 
Frequently required to operate a motor vehicle daily on behalf of company. 

Work Environment  

The work environment characteristics described here are representative of those a team member 
encounters while performing the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 

The noise level in the work environment is usually moderate to light noise. Frequently outdoors 
in different temperatures annually for daily site visits. 

Job Type: Full-Time 
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