Name of Property

POSITION DESCRIPTION

Employee Name:





Date:




Job Title:

Courtesy Officer 


Job Number: 
Department:

Operations



FSLA Status:
NA
Supervisor:

Property Manager

Prepared By:
Human Resources

 ________________________________________________________________
JOB SUMMARY:  Routinely review the community looking for maintenance items or unusual activity that is not conductive to a quality lifestyle.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following but are not limited to the job specifications contained herein. Additional duties or job functions that can be performed safely may be required as deemed necessary by supervisory personnel.

· Patrol all areas of the community, including all amenity areas, common areas, building exteriors, parking lots, grounds, etc. at least once daily between the hours of 8:00 pm and 5:00 am.

· Check exterior and interior lights. Report all burnt-out or broken bulbs to the Property Manager the following day.

· Examine exterior and common area locks and doors, windows, gates, etc. to ensure that they are secure.

· Warn any people violating community rules – for example, by loitering, using equipment such as bicycles or Rollerblades in unauthorized areas, or possessing banned items such as drugs, alcohol, or weapons.

· Contact Police and Property Manager immediately if anyone is observed engaging in criminal activity on the premises.

· Watch for and report any irregularities, including fire hazards, leaking water pipes, and unlocked doors.

· Lock up pool area and common areas at the prescribed time every night.

· Report inoperable vehicles to the Property Manager.

· Record all actions and findings in provided log and give logs to Property Manager on a weekly basis.

SUPERVISORY RESPONSIBILITES: This job has no supervisory responsibilities.

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, skills and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION/EXPERIENCE: High School diploma or equivalent required.  
LANGUAGE SKILLS: Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedures manuals. Ability to write routine reports and correspondences. Ability to speak effectively.

MATHEMATICAL SKILLS: Ability to add, subtract, multiply and divide in all units of measure, using whole numbers, common fractions and decimals.

REASONING ABILITY: Ability to apply common sense understanding to carry out instructions furnished in orally or in writing. Ability to deal with problems involving several concrete variables in standardized situations. Ability to work effectively with property manager and maintenance.
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 walk, talk, and hear. The employee is occasionally required to stand, sit, use hands to finger, handle, or feet; reach with hands and arms, climb or balance, stoop or kneel, crouch or crawl; and taste and smell. The courtesy officer must occasionally lift and/or move up to 10 pounds. Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, and depth perception 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. While performing the duties of this job, the courtesy officer is regularly exposed to outside weather conditions. 

By my signature below, I state that I have read and understood the above referenced position description for the Courtesy Officer Position.  For my participation, I will be offered an apartment concession of $0.00 per month off the standard rate.  I hereby understand that my participation can be dissolved by either party providing a 30 day written notice.   I also state that I meet all the required skills to perform the essential functions of this position.

_____________________________________________

Participant’s Signature



Date

_____________________________________________ 

Property Name

_____________________________________________ 

Manager’s Signature



Date
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