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JOB DESCRIPTION  
 

JOB TITLE 
Tenant Administrative Worker 
1 Bilingual position 

DEPARTMENT / PROGRAM 
AREA 

Housing Operations (NDHC) 

REPORTING TO Supervisor, Tenant Services 

EFFECTIVE DATE April 2018 

SALARY Band 6 

 

JOB SUMMARY 

 
Under the supervision of the Tenant Services Supervisor, the Tenant Administrative  Worker 
will effectively complete tenant placements, receives tenant rent payments, releases 
cheques to contractors  and  provides excellent customer service support for the 
organization. 
 
Duties will be completed in accordance with established policies, procedures and in 
compliance with the Housing Services Act and the Residential Tenancies Act and associated 
regulations. 
 

JOB DUTIES AND RESPONSIBILITIES 

 
 As a member of the Tenant Services Team; acts as the initial point of contact 

between tenants and staff of Housing  Services.  
 Coordinates the flow of clients at the front desk ( and over the phone) by welcoming  

clients, answering routine questions, helping to complete routine documents when 
needed and or re-directing the client to appropriate staff.  Clients can be defined as 
tenants, contractors, suppliers,  service agencies and staff 

 Manages challenging applicants/tenants with care by utilizing conflict-resolution skills 
to resolve issues prior to reaching escalation. Able to refer complex and irate 
applicants/tenants to supervisor. 

 Maintains and coordinates the central records management system which includes 
file retention schedules (archiving). 

 Maintains office library including filing of various sector notifications. 
 Takes payments from tenants; issues receipts, release cheques to contactors; 

maintain the post-dated cheque box. 
 Re-loads laundry card for tenants and ensures an adequate supply of replacement 

cards are on hand. 
 Ensure office equipment/technology is fuly functional (e.g. troubleshooting, repair 

calls and supplies. 
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 Responsible for stamping all outgoing mail; as well as collecting incoming mail from 
post office and distributing mail to appropriate Housing Operations Department. 

 Opens and closes the front office. 
Tenancy Placement includes but not limited to: 

 Ensure minimal vacancy loss by sending timely offers of accommodations.  Monitors 
and communicates all occupancy details to the Tenant Services Supervisor and 
Housing Retention Officers. 

 Coordinates viewing of units with prospective tenants utilizing onsite staff, Tenant 
Retention Officers are first point of access. 

 Monitors and maintains market and RGI targets. 
 Ensure that all tenant documentation; specifically placement related are in 

compliance with the Housing Services and Residential Tenancies Act and associated 
regulations. Prepares notes to document relevant applicant/tenant activities and 
issues. 

 Maintains an attitude of service excellence by responding efficiently and effectively to 
tenants needs. Communicates with tenants to resolve placement and/or rent 
calculation issues.  

 Liaises with tenants, Tenant Services team and possibly outside agencies.  
 Refers more complex inquiries or urgent matters as appropriate to the Tenant 

Services Supervisor. 
 If required, maintains separate waiting list and administer application, for example 

internal transfers. 
 Prepares and maintains statistical information and reports regarding tenant 

placement interaction and activities. 
 Prepares and submits regular reports to the Tenant Services Supervisor identifying 

issues and concerns. 
 Provides coverage to the Tenant Support Worker. 

 As a DNSSAB employee, the position is responsible for creating, maintaining 
and actively participating in a respectful workplace that is free of all forms of 
harassment, discrimination and violence. 

  

QUALIFICATIONS 

 Post-secondary Diploma in Office administration or related field or acceptable 
combination of education and experience 

 Minimum 2 years’ experience in a front-line role in a human services environment, 
preferably in a residential tenancies and property management setting.  

 Comprehensive knowledge of the Housing Services Act, rent geared to income 
calculation processes, housing services policies and procedures as well as related 
Provincial and Federal legislation and accompanying regulations. 

 Knowledge of good customer service skills. 
 Ability to perform financial calculations with accuracy. 
 Possesses a general knowledge of the full range of community resources; 
 Detail oriented with keen observation skills; 
 High-level proficiency in desktop applications including Microsoft Office Suite; 
 Ability to interpret and explain legislation, policy and procedures; 
 Ability to communicate effectively and tactfully both oral and written; 
 Ability to work in a stressful, fast-paced environment and recognize emergency 

situations;. 
 Ability to maintain composure, compassion and understanding during challenging 

situations. 
 Ability to deal with a diverse client group with tact and diplomacy. 
 Excellent organizational skills are required to organize and schedule daily work or 

tasks, while being sensitive to time constraints and resource availability. Will often be 
required to work toward meeting tight deadlines. 
 


