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Position Description

Job Title: Vice President of Asset and Property Management
Department: Asset and Property Management

Reports To: President/CEO

FLSA Status: Exempt

Summary

ICCF Community Homes is the oldest nonprofit affordable housing developer in Michigan. We
envision a vibrant West Michigan with connected neighbors, housing justice and abundant
opportunity. ICCF believes all people deserve safe, beautiful affordable housing. We serve over
2000 people each year with affordable housing options and supportive services. Our mission is
Equitable Opportunity, Affordable Homes, Thriving Neighborhoods.

ICCF Community Homes seeks a proven, execution-focused Vice President of Asset and Property
Management. In this role, you will lead the high-performing team that manages our approximately
700-unit portfolio of Low Income Housing Tax Credit (LIHTC), HUD, and Section 8 properties, and
you will build that work into a scalable, financially self-sustaining property management social
enterprise that is wholly owned by ICCF.

Position Purpose

ICCF has already set the direction for this work: sustainable, profitable management of subsidized
housing that serves residents and employees with dignity and generates mission capital for
continued affordable-housing growth. This role is for an implementer, not a new visionary. This
leader will take the portfolio, team, and systems we already have, and the growth plan we have
already envisioned, and turn them into a disciplined operating company built from within ICCF.

Growth will be sequenced deliberately: build the operating system first, then scale. The ideal
candidate has done this before by standardizing operations, installing scorecards and
accountability, growing a portfolio without sacrificing quality, and developing the leaders needed
to sustain it.

Essential Duties and Responsibilities include the following. Other duties may be assigned.

Strategic Plan Execution:

e Translate ICCF’s Board-approved growth plan for asset and property management into an
annual operating plan with clear milestones, budgets, accountable owners, and hiring
triggers. Report progress regularly to the President/CEO and Board.

e Lead a phased build-out: stabilize and standardize the current portfolio, prove a repeatable
process for onboarding new properties, and then scale. Current planning contemplates
growth from approximately 700 units toward as many as 10,000 units over five years, with
the pace governed by operational readiness.
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Within the first 90 days, deliver an assessment of current staff, systems, and processes; a
property scorecard and executive dashboard; an outline of the operating playbook; and
defined leadership roles and hiring triggers tied to unit growth.
Benchmark against high-performing affordable housing management companies and
adopt proven practices rather than reinventing them.
Recommend the appropriate long-term structure for the enterprise as it grows (for example,
a wholly owned ICCF subsidiary with its own profit and loss statement) and lead
implementation of the structure the Board approves.

Property Operations:

Oversee the daily operations of all managed properties, including leasing, occupancy, rent
collections, resident relations, maintenance, and unit turns.

Ensure every resident receives consistent, respectful, high-quality service regardless of
which property they call home.

Conduct regular property inspections and evaluations to identify potential risks,
maintenance needs, and opportunities for improvement.

Partner with Resident Services so that housing operations and supportive services work
together to promote resident stability.

Collaborate with the development team to ensure seamless transition of new construction
projects into the managed portfolio.

Implement energy-efficient and environmentally friendly practices across the portfolio.

Operating System, Scorecards, and Reporting:

Build and maintain written standard operating procedures (SOPs) for all core functions,
including leasing, collections, maintenance, compliance, accounting, and new-property
onboarding.

Implement property-level scorecards and a portfolio dashboard covering financial
performance, occupancy, collections, maintenance, compliance, and staffing, so that
leadership works from a single source of truth.

Establish and lead a consistent management cadence: weekly exception reviews, monthly
owner reporting and portfolio review, and quarterly in-depth property reviews and
forecasts.

Select, implement, and fully use property management, accounting, and business
intelligence technology, automating routine work where practical.

Compliance and Risk:

Ensure full compliance with LIHTC, HUD, Section 8, and other regulatory, lender, and
investor requirements, including file quality assurance, recertifications, inspections, and
audits.

Set and meet on-time compliance targets and resolve findings promptly.

Identify and manage operational, financial, and reputational risk across the portfolio.
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Financial Performance:

e Own the financial results of the asset and property management function, including
property budgets, operating expenses, reserves, and, as the enterprise matures, its own
profit and loss statement.

e Develop and implement asset management strategies that maximize the financial
performance and long-term sustainability of ICCF-owned properties.

e Standardize property accounting and owner reporting in partnership with the Finance
department.

e Build a fee, pricing, and staffing model that moves the enterprise toward financial self-
sufficiency, and track revenue and cost per unit against plan.

e Analyze financial reports, market data, and industry trends to inform decision-making.

Growth and Client Onboarding:

e In partnership with the President/CEO, build and manage a pipeline of third-party
management opportunities with mission-aligned owners of subsidized housing in West
Michigan.

e Use full-service management, accounting and reporting services, and compliance services
as entry points for new client relationships.

e Develop a documented, repeatable process for evaluating, pricing, contracting, and
onboarding new properties.

e Add new business only when staffing and systems are ready to support it, so that growth
never compromises service at existing properties.

People and Leadership Development:

e Lead, coach, and hold accountable a high-performing team, with clear expectations tied to
scorecards.

e Build the leadership bench ahead of growth, including a training academy (new-manager,
compliance, financial, and leadership curriculum), a mentor program, and floating
leadership coverage so that turnover never becomes a crisis.

e Establish a clear career ladder from property team member to site manager, senior property
manager, supervisor, and director.

e Partner with Human Resources to recruit and add positions according to defined growth
triggers.

e Foster a culture of safety, dignity, accountability, and continuous improvement.

Measures of Success:

Performance in this role will be evaluated primarily on execution, including:

e Delivery of annual operating-plan milestones and Board-approved unit growth targets.

e Occupancy, rent collections, unit turn times, and work order completion at or better than
target.

e On-time compliance and clean audit and inspection results.
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Financial performance against budget and measurable progress toward enterprise self-
sufficiency.

Staff retention, internal promotions, and leadership bench strength.
Resident and client satisfaction and retention.

Supervisory Responsibilities:

Senior Compliance Manager
Senior Property Manager

o

o

o

Leasing Coordinator
Property Managers
Site Manager

Facilities Manager

o

0O O O O O O

Facilities Operations Supervisor
Construction and Maintenance Supervisors
Construction Technicians

Maintenance Technicians

Appliance Technicians

Compliance Technician

HVAC Technician

As the portfolio grows, this position will add and supervise roles according to approved hiring
triggers. These may include a Director of Property Operations, Site Management Supervisors, a
Transitions and Onboarding lead, a Training lead, and Technology and Business Intelligence
support.

KNOWLEDGE, SKILLS, AND ABILITIES QUALIFICATIONS:

To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or

ability required. Reasonable accommodations may be made to enable individuals with disabilities

to perform the essential functions.

Bachelor's degree in Business Administration, Finance, Real Estate, or a related field or
equivalent experience. Advanced degree preferred.

Minimum 10 years of experience in affordable housing property management and/or asset

management, including at least 5 years in a senior leadership role.
A proven record of implementation: building or rebuilding operations, standardizing

processes, and delivering measurable improvement in occupancy, collections, compliance,

and financial results.

Demonstrated success growing a managed portfolio, including onboarding new properties

or third-party clients while maintaining service quality. Experience leading a portfolio of
1,500 or more units strongly preferred.

Demonstrated expertise in LIHTC, HUD, and Section 8 program requirements and
compliance.
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e Experience managing a profit and loss statement and/or a fee-based property management
business preferred.

e Experience implementing KPI scorecards, dashboards, and SOPs, and proficiency in
property management and accounting software (such as Yardi, RealPage, AppFolio, or
similar) and financial modeling tools.

e Strong understanding of asset management strategies, financial analysis, and risk

management practices.

Excellent financial management and budgeting skills.

Proven ability to recruit, develop, and retain leaders.

Exceptional communication, interpersonal, and negotiation skills.

Strong analytical and problem-solving skills, with a disciplined, organized approach and

consistent follow-through.
Industry credentials such as CPM, HCCP, SHCM, or similar preferred.
e Strong commitment to the Christian faith.

LANGUAGE SKILLS

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.

MATHEMATICAL SKILLS

Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, and
percentages. Ability to work with mathematical concepts such as probability, statistical inference,
regression analysis, etc.

REASONING ABILITY

Ability to solve practical problems and deal with a variety of concrete variables in situations where
only limited standardization exists. Ability to interpret a variety of instructions furnished in
written, oral, diagram, or schedule form.

COMPUTER SKILLS

To perform this job successfully, an individual should have knowledge of property management
and accounting software; business intelligence and dashboard tools; Database software; Internet
software; Spreadsheet software and Word Processing software.

CERTIFICATES, LICENSES, REGISTRATION

Valid Michigan 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 talk or hear. The employee is frequently
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required to stand; walk and use hands to finger, handle, or feel. The employee is occasionally
required to sit and reach with hands and arms. The employee must occasionally lift and/or move up

to 10 pounds. Specific vision abilities required by this job include close vision, distance vision and
ability to adjust focus.

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 quiet.

BENEFITS:

e Competitive salary and comprehensive benefits package.

e The opportunity to make a significant impact on the lives of low-income families.

e The opportunity to build a mission-driven property management enterprise from within a
trusted, established organization.

e Bepart of a mission-driven organization with a strong commitment to community.

e Professional development opportunities and support for continued education.

ICCF Community Homes is an equal opportunity employer. We value diversity at our organization
and do not discriminate on the basis of race, religion, color, national origin, gender, sexual
orientation, age, marital status, veteran status, or disability status.

Join ICCF Community Homes and help us build a brighter future for low-income families through
strategic asset and property management and sustainable housing solutions!

To apply, please send a cover letter and resume to hr@iccf.org.



