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CASA Job Description 
 
Job Title: Leasing Specialist    
Reports To: Housing Director 
FLSA Status: Non-Exempt 
 

Summary: Oversees full management of assigned properties owned and managed by CASA including 
multi-family supportive and workforce housing communities. 
 
Duties and Responsibilities:  
Qualified applicant must be flexible and have the ability to work from different remote offices when 
required.  Office equipment will be provided and the applicant should have the ability to understand basic 
technology set up using laptop, smart phone, office phones, Wi-Fi, etc.  Specific tasks include the 
following.  Other duties may be assigned. 
 
Leasing 

1. Oversee full management of assigned assets located in Wake, Durham, and Orange County. 
Have the ability to learn, understand, and manage CASA’s Supportive and Workforce Housing 
communities. 
 

2. Evaluate and inspect apartments to ensure compliance with lease agreement and local, state, 
and federal funding policies. 
 

3. Compile required documents such as income verifications, utility cost, medical expenses, 
homeless verifications, and disability verifications according to local, state, and federal funding 
policies for new move-ins and annual re-certifications. 
 

4. Ensure tenants accurately complete annual re-certifications according to CASA’s policies. 
 

5. Manage the waitlist, process housing applications, and complete annual re-certifications. 
 

6. Work closely with community partners and build working relationships with service 
providers/community support workers. 
 

7. Utilize Tenant Selection Plans to identify qualified applicants. 
 

8. Market, show and lease apartments to potential residents in Wake, Durham and Orange 
Counties. Assist with leasing up vacancies. 
 

9. Build good relationships with and be responsive to tenants and service providers.  Document as 
needed in tenant files in a timely manner, within a week of each interaction. 
 

10. Learn and understand the different subsidy programs across the community. 
 

11. Coordinate lease signings, rent increases, and re-certifications with local subsidy administrators. 
 

12. Conduct tenant community meetings. 
 

13. Attend community partnership meetings as needed. 
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14. Work and communicate with the maintenance team. This includes but is not limited to entering 
and tracking work orders in Property Boss and coordinating projects with vendors when 
necessary. 
 

15. Fully support CASA’s fundraising, volunteer, and communication efforts. 
 

16. Perform other responsibilities and/or tasks as assigned by supervisor and other management 
staff. 

Administration 
 

1. Provide backup coverage for front desk responsibilities. 
 

2. File when necessary. 
 

3. Provide and update monthly, quarterly, and annual audit reports. 
 
 
Qualifications: 
High school diploma required.  Property management experience (preferably affordable housing) 
preferred.   
 
Strong customer service experience required along with the ability to learn appropriate intervention 
methods and to represent CASA’s Mission and Core Beliefs in the community.   
 
Position requires attention to detail, strong organization skills, and the ability to work independently and 
as a member of a small team.  Strong problem solving skills and adherence to deadlines also required. 
 
The main office is located in Raleigh, NC but travel time will be required (up to 160 miles/week). 
 
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential 
functions of this position. 
 
Knowledge, Skills and Other Abilities: 
• Strong computer and basic technical skills 
• Strong Microsoft Office experience, i.e. creating and working with Excel spreadsheets, Word 

documents, and PowerPoint presentations 
• Proficient data entry skills and the ability to use multiple databases and software systems including 

but not limited to HMIS, Property Boss, and RCRS 
• Ability to understand and use a “shared drive”  
• Ability to use a smart phone to email, text, and use mobile applications 
• Knowledge of North Carolina landlord/tenant laws and HUD HOME program preferred 
• The ability to adhere to federal, state, and local Fair Housing Laws 
• A valid NC Driver’s License.  Available and reliable transportation. 
 
Language Ability: 
Ability to read, analyze, and interpret general business periodicals, professional journals, technical 
procedures, or governmental regulations. Ability to write reports, business correspondence, and 
procedure manuals. Ability to effectively present information and respond to questions from groups of 
managers, clients, customers, and the general public. 
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Math Ability: 
Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, 
percentages, area, circumference, and volume. Ability to apply concepts of basic algebra and geometry. 
 
Reasoning Ability: 
Ability to apply common sense understanding to carry out instructions furnished in written, oral, or 
diagram form. Ability to deal with problems involving several concrete variables in standardized situations. 
 
Computer Skills: 
To perform this job successfully, an individual should have knowledge of Microsoft Office Word, Excel, 
PowerPoint, Outlook, internet software, property management software, HMIS, and RCRS. 
 
Education/Experience: 
High school diploma or general education degree (GED); and two to four years related experience and/or 
training; or equivalent combination of education and experience. 
 
Specialized Training: 
Full understanding of Fair Housing laws 
 
Certificates and Licenses: 
Valid driver's license 
 
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. 
 
While performing the duties of this job, the employee is regularly required to use hands, reach with hands 
and arms, and talk or hear. The employee is occasionally required to stand, walk, reach with hands and 
arms, climb or balance, stoop, kneel, crouch or crawl, and taste or smell. The employee must 
occasionally lift and/or move up to 10 pounds. Specific vision abilities required by this job include close 
vision and distance vision.  
 
Work Environment: 

The work environment characteristics described here are representative of those an employee 
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. 


