PROPERTY OPERATIONS MANAGER
POSITION PROFILE
	Position Title
	Property Operations Manager

	Location
	KHSS Campus / Liberty Place / Liberty Landing / Rental Homes

	Department
	Administration

	Position Type
	Salary

	FLSA Status
	Exempt

	Reports To
	President & CEO

	Supervises
	N/A



Position Summary
The Property Operations Manager is responsible for the day-to-day operation, maintenance, safety, security, appearance, and long-term care of all Kaiser Home Support Services properties. This includes the KHSS administrative campus, Liberty Place, Liberty Landing, rental homes, and other agency-owned facilities or property assets. The position ensures facilities remain safe, functional, compliant, and welcoming while coordinating maintenance activities, managing vendors, maintaining records, and responding to urgent operational needs.
Essential Duties and Responsibilities
Property Maintenance and Repairs
Perform routine inspections of buildings, equipment, systems, and grounds to identify maintenance, safety, and repair needs.
Complete minor electrical, plumbing, lighting, furniture, sprinkler, door, filter, appliance, and other general repairs within the scope of the position.
Identify major repair needs and report recommendations, projected costs, and timelines to the President & CEO.
Coordinate and assist with major repairs, renovations, and capital improvement projects as assigned.
Maintain an accurate maintenance and repair log, including inspections, completed work, costs, vendor information, and outstanding needs.
Maintain tools, equipment, and supplies in clean, safe, and working condition.
Use hand tools, power tools, cleaning equipment, and maintenance equipment safely and appropriately.
Ensure buildings are properly opened, closed, secured, and prepared for daily operations, meetings, and events as needed.
Safety, Security, and Emergency Preparedness
Conduct and document routine safety inspections, evacuation drills, and emergency preparedness activities.
Inspect and maintain life-safety equipment, including smoke detectors, fire alarms, fire extinguishers, carbon monoxide detectors, AEDs, emergency lighting, and other safety devices.
Identify, report, and correct safety hazards promptly.
Maintain Safety Data Sheets (SDS) and ensure chemicals, hazardous materials, and cleaning products are labeled, stored, handled, and disposed of properly.
Follow OSHA requirements, bloodborne pathogen standards, hazardous-material procedures, and agency safety policies.
Develop, update, and carry out procedures related to severe weather, inclement weather, utility interruptions, and other emergency situations.
Report unauthorized visitors, property damage, suspicious activity, or security concerns to leadership promptly.
Alarm and Surveillance Systems
Oversee alarm, surveillance camera, and access-control systems at KHSS properties.
Ensure cameras, alarm stations, sensors, and related systems remain operational and arrange service when needed.
Serve as the primary contact with the contracted security company and other security vendors.
Respond to after-hours alarm notifications, loss-of-protection alerts, and security emergencies as required.
Provide recorded video surveillance or security documentation to authorized leadership when requested, in accordance with agency policy.
Grounds and Exterior Maintenance
Keep all grounds, walkways, entrances, parking areas, and exterior spaces safe, clean, neat, and presentable.
Coordinate or complete lawn care, mowing, trimming, weeding, pruning, leaf removal, litter removal, drainage maintenance, and seasonal grounds upkeep.
Remove or coordinate removal of fallen branches, debris, snow, and ice from walkways, entrances, roofs, gutters, drives, and parking areas.
Use herbicides, chemicals, and groundskeeping equipment safely and in accordance with manufacturer instructions and applicable regulations.
Coordinate outside vendors for snow removal, landscaping, tree work, pest control, and other specialized services as needed.
Rental Homes and Liberty Landing
Conduct routine and as-needed inspections of rental homes and Liberty Landing apartments.
Complete minor repairs and coordinate licensed contractors for repairs requiring specialized expertise or permits.
Purchase, transport, install, and document agency-provided appliances and property equipment as authorized.
Coordinate turnover activities, preventive maintenance, repair schedules, and vendor access while minimizing disruption to tenants and residents.
Report significant repair needs, safety concerns, property damage, and anticipated costs to the President & CEO.
Maintain professional and respectful communication with tenants, residents, program staff, and service providers.
Vendor, Budget, and Record Management
Obtain estimates, schedule vendors, coordinate site access, and monitor contractor performance.
Confirm that contractors performing licensed work are properly qualified and that work is completed satisfactorily.
Monitor maintenance and property-related expenses and provide budget information and recommendations to the President & CEO.
Maintain organized records of inspections, repairs, warranties, equipment, service agreements, vendor contacts, purchases, and costs.
Use agency funds and property responsibly and in accordance with approved purchasing and financial procedures.
Operational Support and Professional Expectations
Coordinate room setups, deliveries, furniture movement, equipment placement, and facility needs for meetings, events, and organizational activities.
Work cooperatively and professionally with employees, residents, tenants, vendors, contractors, and community partners.
Work independently with minimal supervision while organizing and prioritizing multiple tasks and deadlines.
Demonstrate sound judgment, initiative, accountability, confidentiality, and consistent follow-through.
Participate in after-hours, evening, weekend, holiday, or emergency response as required by organizational needs.
Perform other duties as assigned that are consistent with the scope and purpose of the position.
Minimum Qualifications
Must be at least 18 years of age.
Must successfully complete required background checks and any drug screening required by agency policy or applicable law.
Must possess a valid driver’s license, an acceptable driving record, reliable transportation, and automobile insurance as required by agency policy.
Must have the ability to read, write, understand, and follow instructions, schedules, safety labels, policies, and maintenance documentation.
Any combination of education, training, and experience that demonstrates the ability to perform the position successfully will be considered.
Practical experience in facility maintenance, property management, carpentry, plumbing, electrical work, appliance installation, vehicle maintenance, groundskeeping, or a related field is preferred.
Knowledge of cleaning materials, chemical dilution ratios, safe handling practices, and appropriate use of maintenance and cleaning products.
Knowledge of OSHA standards, bloodborne pathogen precautions, hazardous-material handling, emergency preparedness, and safe lifting practices.
Ability to communicate effectively and professionally in both verbal and written form.
Ability to operate cleaning, groundskeeping, maintenance, and power equipment safely.
Ability and willingness to work outdoors in varying weather conditions, including heat, cold, rain, and snow.
Ability to work outside the standard workweek, including evenings, weekends, third shift, holidays, and emergency on-call situations when needed.
Physical Requirements
While performing the duties of this position, the employee is frequently required to walk, stand, sit, speak, and hear. The employee is occasionally required to use hands and fingers to handle or operate objects, tools, equipment, or controls; reach with hands and arms; climb or balance; and stoop, kneel, crouch, or crawl. The employee must be able to frequently lift and/or move up to 50 pounds. Specific vision abilities include close vision, color vision, depth perception, and the ability to adjust focus. Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions of the position.
Acknowledgment
This Position Profile describes the general nature and level of work assigned to this position. It is not intended to be an exhaustive list of all duties, responsibilities, qualifications, or working conditions. Duties may be modified or assigned based on the needs of Kaiser Home Support Services.
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