
 

 

     
 

Position Title:  Tenant Services Representative 
Department:  Housing Department  
Employment Status:  Non-Exempt, Full-time  Salary Range: NE9 ($19.01- $26.61) 
Opening Date:  August 3, 2026  Closing Date: August 14, 2026 
 

Job Summary 
Tenant Service Representatives (TSR’s) are the main point of contact for tenants. TSR’s are also responsible for 
communicating services to tenants and to individuals who on the waiting list. TSR’s ensure tenant compliance 
with rules, regulations, payments, and policies. They also ensure strict confidentiality of all information. 
 
This position description may not include all of the listed duties, nor do all of the listed examples include all tasks which 
may be found or assigned to this position. 
 

Duties and Responsibilities  

 Strictly adhere to confidentiality requirements. 

 Verify application data is correct, understand and explain tenant lease, rules and regulations to new tenants.  

 Conduct and calculate Annual Recertification for tenants.  

 Prepares and distributes notices for and to tenants regarding participant information.  

 Keeps participants updated on their individual account status.  

 Counsels tenant/homeowners as needed concerning payments.  

 Assist participants in maintenance requests.  

 Maintain tenant physical files, documenting all activities and correspondence. 

 Monitor resident compliance of lease, policies, rules, and regulations.  

 Updates participants regarding changes in MATHD policies and procedures.  

 Conducts community meetings and instructs financial literacy classes.  

 Prepares reports as requested. 

 Updates the department on tenant accounts and household information.  

 Responds to tenant complaints and concerns in a timely manner; follow-up, and works with the Compliance 
Officer of reported non-compliance activities. 

 Refers tenant to eligible services. 

 Attends all required meetings and functions as requested. 

 Assist in annual/special inspections of all MATHD units. 

 Performs other duties as assigned. 
 

Minimum Qualifications 
 High School Diploma or GED. Associates Degree, preferred. 
 Two years Tenant Management, HUD, counseling or related experience. 
 Must obtain Financial Literacy Certification within one year of hire. 
 Must obtain Occupancy/HCCP certification within one year of hire. 
 Must have valid NM driver’s license and meet Tribal insurance standards. 
 Must successfully pass a pre-employment drug/alcohol screen background investigation.  
 Must be able to attend trainings out of town/state. 
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 Must be able to effectively communicate in written and oral formats, and specifically utilize skills to 
oversee/administer Departmental funding and facilitate meetings. 

 Must be able to work in an interdisciplinary team environment, with professional, technical and 
administrative staff interacting closely. 

 Must successfully pass a pre-employment drug/alcohol screen and background investigation. 
 Selection will comply with “Tribal Preference Hiring” Ordinance 06-02. 
Tribal preference and Native American Indian preference shall apply to all positions. 

 
Knowledge, Skills and Abilities 

 Ability to follow chain of command.   

 Knowledge of HUD regulations and Housing Departments Policies and Procedures. 

 Knowledge of records management and basic accounting procedures. 

 Skill in operating various work-processing, spreadsheets, and database software programs in Windows 
environment.   

 Ability to learn KANSO Housing Software System. 

 Ability to write clear and concise reports, memoranda, directives, and letters.  

 Ability to communicate effectively both verbally and in writing.  

 Ability to establish and maintain professional relationships with individuals of varying social and cultural 
back grounds, as well as with coworkers at all levels.  

 Ability to represent the organization in a professional manner building respect and confidence. 

 Ability to deliver and maintain presentations.  

 Ability to handle multiple tasks and meet deadlines. 

 Ability to follow through with verbal or written instructions.  

 Ability to work independently with minimal supervision. 

 Ability to understand and interpret investigation results 
 
Physical Demands 
While performing the duties of this job, the employee is required required to sit; use hands to finger, handle or 
feel; reach with hands and arms; and talk or hear. The employee frequently is required to walk. The employee 
occasionally is required to stand, stoop, kneel, crouch, or crawl. The employee must occasionally lift and/or 
move up to 25 pounds. 
 
Work Environment 
Work is generally performed in an office environment. Extended hours and irregular shifts may be required. 
Travel to tenant’s homes are required. 


