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CAREER OPPORTUNITY

JOB TITLE:


Property Management Assistant
Location:


455 East Mound Street





Columbus, OH  43215
Pay:



$9.00 - $10.00 per hour
Status:



 Part Time


Hours:



9:00am – 3:00pm T, W, TH





Days and hours may vary
DATES OF POSTING:

Until Filled

Description
Amethyst Inc. has an immediate need for a Property Management Assistant. The Property Management Assistant is responsible for the assistance in monitoring and maintaining the physical repair of Amethyst’s facilities, and assist in physical labor involving moving of furniture and other items for clients and staff.  Assist in managing vendor relationships and the preparation of units for occupancy.  Assists with the coordination of the allocation of food supplies and items donated to the agency.  Assists in evaluating the activity of the contract maintenance staff
Requirements

To perform this successfully, the employee must be able to perform each essential job duty with accuracy and minimal supervision.  The following requirements are representative of the knowledge, skill and/or education experience
Experience, Competencies and Education:
· HS Diploma or GED, required

· 1 year experience in facility operations or property management
· 1 year experience as a mover or truck helper
· Experience driving a 15 passenger van or small truck.

Other Certificates and Licensures:
A valid Ohio Driver’s License and proof of individual automobile insurance is required in addition to a driving record that is in compliance with Amethyst Inc. policies. CPR and first aid certification is required. Must be proficient with Microsoft Office.
Qualified candidates should submit their resume and cover letter to
resumes@amethyst-inc.org
Contact information: 
Amethyst Inc.

ATTN:  Human Resources Email: resumes@amethyst-inc.org This e-mail address is being protected from spam bots, you need JavaScript enabled to view it [image: image2.png]



DISCLAIMER:

THE INFORMATION CONTAINED WITHIN THIS JOB DESCRIPTION INDICATES THE GENERAL NATURE AND LEVEL OF WORK PERFORMED BY EMPLOYEES WITHIN THIS CLASSIFICATION.  IT IS NOT DESIGNED TO CONTAIN OR TO BE INTERPRETED AS A COMPREHENSIVE INVENTORY OF ALL DUTIES, RESPONSIBILITIES AND QUALIFICATIONS REQUIRED OF EMPLOYEES ASSIGNED TO THIS JOB.

