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Resident Service  

 
Department:  Resident Services 
Reports to:  Associate Director of Resident Services 
FLSA Status:  Non-Exempt  
Status:  Regular Full-time  
 
Position Summary: The Resident Services Supervisor has dual responsibilities of 
promoting the welfare of SAHA residents by providing general case management, 
resource referral and linkage services, as well as, supervising and supporting a team of 
3- 5 Service Coordinators.   
 
Primary Duties & Responsibilities include but are not limited to the following: 
 
Service Coordination: 

 Provides non-clinical case management and referral services to all residents; 
securing social services such as health, welfare, transit, and wellness education 
programs designed to boost quality of life for SAHA residents. 

 Performs dynamic and personally-tailored outreach to residents to assure that no 
one falls through the gaps; helps educate other staff as well as residents on 
service availability, application procedure, client rights, etc.  

 Collaboratively addresses, monitors, and provides follow-up for resident needs 
and goals; 

 Documents all statistics, assessments, action plans and results in resident case 
files maintained in a secure web-based database. 

 Establishes constructive relationships with residents’ families, community 
agencies, SAHA property management staff and local organizations in order to 
foster partnerships to benefit the residents and organization. 

 Works closely with the Volunteer Coordinator in order to expand opportunities 
such as friendly visitors and increased activities programming at the sites. 

 Works closely with Activities Coordinators to develop fun, social, educational, 
and physical fitness group activities for residents of all functionality levels. 

 
Service Management: 

 Supervises and supports the daily activities of a team of Service Coordinators in 
upholding high standards of service delivery and resident satisfaction. 
Supervision includes, but is not limited to coaching and mentoring staff, writing 
and conducting performance reviews and developing goals. 

 Supports the team’s performance management by assisting them in identifying 
individual and group areas of professional growth and development, and 
provides ongoing developmental feedback. Additionally, arranges and tracks all 
workshops/in-services/conferences/trainings and any SC participation.  

 Participates in recruitment of Service Coordinators, including reviewing résumés 
and attending interviews.  Additionally, in tandem with the Resident Services 
Supervisor, provides initial orientation to new hires;  
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 Partners with Property Managers and Supervisors on property related issues 
concerning residents and staffing.  Participates in at least monthly check-ins with 
Property Supervision staff.   

 Establishes constructive relationships with company staff, community agencies, 
volunteers and partner organizations. 

 Procures monthly HUD statistics from team of Service Coordinators, reviews for 
accuracy and quality and submits to Resident Services Supervisor biannually. 

 Enhances own professional knowledge and skills through attendance at 
seminars/workshops and the review of professional literature. 

 Other duties as assigned by supervisor. 
 
Qualifications: Skills, Knowledge and Abilities 
To perform this job successfully, an individual must be able to perform each duty 
satisfactorily.  Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions.  
 
Education/Experience  

 Bachelor’s degree in Social Work, Psychology, Public Health or related field 
preferred or equivalent work experience. 

 Minimum one year (1) year supervisory or leadership experience.  
 Related experience working with seniors and familiarity with community 

resources and various applicable human services. 
 Experience working within a multi-cultural team environment. 

 
Certifications or Licenses 

 CA Driver License required -- driving to various sites is required (DMV check will 
be conducted) 

 
Supervisory Responsibilities  

 Directly supervises 4-5 Service Coordinators 
 
Abilities and Attributes: 

 Excellent writing and oral communication skills required. 
 Strong computer skills in MS Office (Excel, Word and Outlook). 
 Strong interpersonal skills. 
 Ability to inspire and build on the culture of collaboration that currently thrives 

amongst a diverse team of service coordinators.  
 Ability to effectively lead people to produce required programmatic outcomes 

while maintaining a supportive and caring environment.   
 Ability to team build, train and coach others with the ability to easily see unique 

staff strengths and tailor supervision from that viewpoint while knowing when 
increased supervision or staff accountability is required. 

 Ability to be sensitive to the needs and concerns of seniors and their families. 
 Ability to work under time demands and be able to remain calm and pleasant 

with the occasional demanding resident or family member. 
 Familiarity with Alameda and Contra Costa Counties services and community 

resources serving low income seniors and families.  
 High attention to detail and strong organizational skills with the ability to 

perform multiple functions simultaneously in a timely manner. 
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 Ability to work collaboratively with staff of other departments and the public in a 
courteous, professional manner, using tact, and diplomacy at all times. 

 Ability to demonstrate accuracy and thoroughness and monitors own work to 
ensure quality. 

 Ability to remain open to the ideas of others and exhibit willingness to try new 
things.  

 Ability to work well with individuals from diverse socio-economic and ethnic 
backgrounds.  

 Must have excellent customer service skills, flexibility, and a positive outlook. 
 This position requires initiative and follow-through on all tasks. 
 Patience and a good sense of humor. 
 Intermediate mathematical skills.  

 
Physical Demands: 

 This job requires simple grasping and fine manipulation, sitting at a desk, and 
using a computer for extended periods of time, moderate use of telephone, 
standing, walking, bending and reaching.  

 Approximately 20% of the job involves travel throughout the East Bay (mileage 
will be reimbursed at the current federal rate). 

 May require lifting or moving of objects up to 25 pounds.  
 
Work Environment:  

 Normal office environment, business casual attire.  
 Driving throughout Alameda and Contra Costa Counties is necessary and 

exposure to fumes, dust, and other environmental elements may occur. 
 Visits to residents’ apartments are a regular part of the job. 

 
This job description is not inclusive of all responsibilities, skills, requirements, efforts or 
working conditions associated with this job.  While this job description is intended to be 
an accurate reflection of the current job, management reserves the right to modify the 
job or to require that other or different tasks be performed when circumstances change.  
This job description replaces all previous descriptions for this position. 
 
Satellite Affordable Housing Associate is an Equal Opportunity Employer 
 
 


