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JOB DESCRIPTION  

 
      

Job Title  Housing Coordinator and Human Resources Assistant 
      

Supervisor’s Title  Director, Human Resources & Risk Management 
      

Department  Human Resources & Risk 
Management 

Grade  14 

      
   Date Prepared  February 5, 2019 
      

FLSA Status  Non-Exempt Date Revised   
 
 

POSITION PURPOSE Under the general supervision of the Director of Human Resources and Risk Management, 
coordinates the RFTA Housing program, assists with the recruitment and selection of employees, 
and performs administrative duties for the Human Resources (“HR”) Department.  Administers all 
aspects of RFTA’s employee housing program, by managing leases, coordinating inspections, 
service requests, and expense documentation.  Assists with administering HR duties, individually 
or with team members, to assist with recruitment and selection, onboarding, and other HR 
functions, such as benefits, policies and procedures, compliance, and employee issues. 

  
ESSENTIAL DUTIES 

60% 
 
 
 
 
 
 
 
 

 
 
 
 

 
 
 
 
 
 
 
 

 
 

40% 
 
 
 

1. Housing Program – Performs property management duties for the RFTA housing program, 
which includes, but is not limited to: 

A. Coordinate all aspects of employee rentals, including signing leases, move in and move out 
inspections, and processing payroll deductions and security deposit refunds in cooperation 
with the Finance Department. 

B. Develop and maintain policies and procedures on RFTA’s housing program.   

C. In conjunction with the Facilities Department, coordinate service requests and inspections, 
both annually and on an as-needed basis, to assess the need for implementation and/or 
completion of general maintenance, repairs, and, as needed, remodeling.  

D. Creates, modifies, and keeps detailed records of all contracts, leases, inspections, payroll 
deductions, and correspondence. Responsible for creating, updating, and negotiating master 
leases.  

E. Responsible for managing tenant issues within the bounds of the landlord/tenant relationship.   

F. Works with other departments to define housing needs throughout the year.  When required, 
performs housing searches outside of RFTA owned housing.  

G. Provides input and assists in following all applicable federal, state and local housing 
requirements, and assists in the creation and enforcement of RFTA housing policies. 

H. Works with local housing programs to understand policies and procedures in order to assist 
employees with participation in the programs. 

 
2. HR Responsibilities – Assists with all phases of Human Resources activity by performing the 

following duties personally or with team members.  Serves as a knowledgeable resource and 
back-up for each area in Human Resources, including the following assistance:  
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A. General:  Assists in Responding to Administrative and Employee Personnel questions 
from employees, supervisors, and administration regarding RFTA employment policies, 
procedures, benefits, recruitment, reporting regarding safety and risk, employment law, 
and employee issues or concerns.   

B. Hiring:  Assists with the employment hiring process from recruitment through selection 
and to new employee orientation.  Works directly with Department heads and/or hiring 
managers from each department to determine hiring needs.  Is integral in recruiting 
prospective employees to RFTA by answering housing and companywide questions. 
Tracks/reviews applications for completeness and minimum requirements; assists with 
applicant screening and participates in interviews as requested; assists with pre-hire 
background screening for candidates; and conducts new hire orientation. 

C. Administrative:  Assists employees in paperwork and coordination for all Human 
Resources documents and functions including new hire and/or termination paperwork. 
Assists employees in paperwork and coordination for Family Medical Leave Act (FMLA), 
Worker’s Compensation as well as Short-Term Disability and Long-Term Disability and 
Flexible Spending Account/ Healthcare Reimbursement Arrangement claims as needed.  
Tracks receipt of signed performance evaluations, CDL and DOT renewals 

D. Benefits:  Assists with Open Enrollment sessions, spring benefits Information sessions, 
as well as other informational and training presentations. 

E. Works independently to implement special projects or assignments as directed by the 
Director of Human Resources & Risk Management. 

F. Onboarding:  Works with departments to establish a positive employer-employee 
relationship and promote a high level of employee morale and motivation. Assists with 
employee communication and feedback through such avenues as company meetings, 
surveys, newsletters, and one-on-one meetings, in order to help monitor the 
organizations culture 

 
3. Works independently to implement special projects or assignments as directed by the Director 

of Human Resources & Risk Management. 
 

OTHER DUTIES Other duties as assigned. 
 

 

JOB SPECIFICATIONS 
 
SAFETY 

 
Must understand and adhere to departmental, organizational, and industry safety standards and 
practices.  Safely operates vehicles and equipment.  Proactively maintains a safe working environment 
with regard to all job duties.  Routinely attends and participates in safety training, meetings, and 
inspections.  Bring all safety issues and concerns to department supervisors and to the Safety and 
Training Manager.  Must wear all Personal Protective Equipment when needed. 
  

KNOWLEDGE, SKILLS, 
AND ABILITIES 

 

Expert ability to maintain absolute confidentiality, which includes stating information only on a 
“need-to-know” basis and appropriately safeguarding sensitive information. 
 
Expert ability to communicate clearly and effectively in writing and keep detailed and accurate files 
for the housing program.   
 
Expert ability to read and revise as necessary all housing documents such as leases, housing 
rules and state and federal housing regulations.  Must be able interpret and apply these 
documents in a fair and consistent manner. 
 
Must be willing to learn the Trapeze EAM program and become proficient enough to generate 
work requests and follow up on works orders associated with the housing program.  
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Expert ability to maintain positive, effective working relationships and provide both internal and 
external exemplary customer service. 
 

Expert verbal and written communication skills. 
 
Expert coaching, counseling, problem solving and conflict resolutions skills. 
 
Solid ability to manage time and workload, which includes planning, organizing, prioritizing, and 
following-through on a variety of tasks, assignments, projects, and reports.  
 
Solid ability to perform a variety of detailed work in a timely and efficient manner by independently 
carrying out instructions.  
 
Advanced knowledge of and ability to utilize Microsoft Office Software, EAM Software, and HR 
Software programs. 

  
Solid knowledge of general accounting practices  
 
Expert knowledge of and fluency in the English language, with a willingness to learn and to use 
basic Spanish in the workplace. 
 
Basic familiarity of  cost analysis, budget forecasting, and benchmarking 

  
QUALIFICATIONS  Education 

 Bachelor’s Degree in field of study appropriate to housing, property management, or Human 
Resources Management desired but not required.  Other property management or Human 
Resources and/or employee benefits certifications desired, but also not required.   

  
  Experience 

 Three (3) to five (5) years of Property Management experience in the public or private sector. 
One (1) to three (3) years of Human Resources experienced in the public or private sector.  
Bi-lingual desired but not required. 
 
Must be in possession of a valid driver license at all times. 

 
ON-THE-JOB 

TRAINING 
 A minimum of one (1) year of on-the-job training is normally required to perform the job 

effectively.  
 

EQUIPMENT UTILIZED  Equipment requiring involved set up, adjustments and operational procedures (e.g., word 
processing equipment, personal computer, scanners and digital copier/printer). 

  
SOFTWARE UTILIZED  Microsoft Office 2010; Caselle/Clarity; Sharepoint; EAM; GPS software. 

  
SCOPE OF AUTHORITY Must be highly motivated, self-starter; can work independently with little supervision required. 

Defined procedures cover most duties.  Generally expected to deal with different and specialized 
situations that vary daily. Employee interaction and customer service is priority. Work is 
periodically reviewed at completion.  Incumbent plans daily priorities and work and, taking his or 
her own initiative, is expected to evaluate and to respond to new situations, which require 
immediate attention and, at times, actions that may not fall within the incumbent’s primary duties 
and responsibilities, knowledge, and expertise.  Receives verbal direction, follows established 
practices or internal procedures/guidelines, and utilizes his or her professional initiative to address 
the needs, priorities, and objectives of the department and/or the RFTA organization in general. 
 
Available resources include established practices and written procedures: 

 RFTA Employee Handbook 

 Guidelines and mandates set forth by HIPAA 

 Guidelines established between RFTA and TPAs who administer RFTA’s Employee 
Benefits Program 
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 Federal and state employment laws and guidelines, mandates, requirements set by state 
and federal agencies that monitor employment discrimination in the workplace  

  

FINANCIAL AUTHORITY Under the direction of and in partnership with Director of Human Resources & Risk Management 
will help coordinate, budget and manage the Department Budget.  Authority through contract 
management to sign rental agreements within an approximate range of $3,000.00 to $10,000.00 
monthly. 
 

COMMUNICATION  Internal 
 Daily contact with employees and employees’ family members by phone, e-mail and in person 

to answer Housing and HR questions, address issues and assist in problem resolution. 
Contact with Human Resources and Facilities Maintenance by phone, e-mail and in person to 
coordinate and address housing and employee issues as needed. 

 
Contact as needed with the Director, Human Resources & Risk Management phone, e-mail 
and in person to receive and provide input on tasks, responsibilities and programs, and 
contact with other RFTA Directors to solicit feedback and follow-up on employee issues. 
 
External 
Daily contact with property managers, property owners, and other organizations, such as 
APCHA, that rent or manage properties.   
Contact as needed with contractors, subcontractors, and/or vendors to coordinate services. 

  
SUPERVISORY 
RESPONSIBILITY 

This position is not responsible for supervision. 
 

  
WORKING 

CONDITIONS 
Typically works in a multi-tasking office environment, Monday through Friday, however, 
incumbent will need to have a flexible schedule that will include working some nights, weekends, 
and holidays, and subject to on-call hours depending on housing needs.  Will have office 
locations in Carbondale and Aspen, with work off-site in RFTA’s service area.    

 
 

EMPLOYEE RECEIPT AND ACKNOWLEDGEMENT 
 

I UNDERSTAND AND ACKNOWLEDGE THE FOLLOWING: 

 I HAVE RECEIVED A COPY AND UNDERSTAND THE CONTENTS OF THIS JOB DESCRIPTION.   

 I AM WILLING AND ABLE TO MEET ALL JOB REQUIREMENTS AND PERFORM ALL ASPECTS OF THE JOB AS DISCUSSED IN 

EACH SECTION ABOVE.   

 I HAVE HAD AN OPPORTUNITY TO HAVE ANY QUESTIONS ANSWERED AND I UNDERSTAND THAT IF I HAVE ANY FUTURE 

QUESTIONS REGARDING MY JOB DUTIES, POSITION REQUIREMENTS, OR THE CONTENT OF THIS JOB DESCRIPTION, I CAN 

MAKE AN APPOINTMENT TO DISCUSS QUESTIONS WITH MY SUPERVISOR, MANAGER, OR A REPRESENTATIVE FROM THE 

HUMAN RESOURCES DEPARTMENT.   

 THIS JOB DESCRIPTION IS NOT INTENDED TO BE AN EXHAUSTIVE LIST OF ALL DUTIES, RESPONSIBILITIES, OR 

QUALIFICATIONS ASSOCIATED WITH THE JOB. 

 TEMPORARY MODIFICATIONS TO PROVIDE REASONABLE ACCOMMODATIONS DO NOT WAIVE ANY ESSENTIAL FUNCTIONS OF 

THE JOB REQUIREMENTS.   

 JOB DUTIES AND REQUIREMENTS MAY BE UPDATED AT ANY TIME. 

 THIS JOB DESCRIPTION IS NOT A CONTRACT OF CONTINUED EMPLOYMENT.  

    

EMPLOYEE NAME (PRINT)  EE #  

    

EMPLOYEE SIGNATURE  DATE  

 

MANAGEMENT AND HUMAN RESOURCES ACKNOWLEDGEMENT 
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I HAVE REVIEWED ALL ASPECTS OF THIS JOB DESCRIPTION WITH THE ABOVE NAMED EMPLOYEE. 
    

HIRING MANAGER (PRINT)    

    

HIRING MANAGER SIGNATURE  DATE  

    

I CONFIRM THAT THIS EMPLOYEE HAS RECEIVED THE MOST RECENT VERSION OF THIS JOB DESCRIPTION AS OF TODAY’S DATE. 
    

HR STAFF (PRINT)  DATE  

    

HR STAFF SIGNATURE  DATE  

    

 
 
 
 
 
 
 
 
 
 
 


