
 

 

 

 

 

 

POSITION OPENING 

 
Resident Manager 

Olive Tower Apartments 
 
Bellwether Housing is a highly respected non-profit housing organization, providing affordable 
apartments to 1,900 households in 30 properties throughout Seattle. We seek a Resident Manager to 
manage 86 units of residential apartments, one outdoor parking lot, and four cellular antennae sites. 
 
Bellwether Housing is proud to be one of the 100 Best Companies to work for in Washington for 2011, 
2012, 2013, and 2014, as well as one of the five best non-profits in the State.  Come join our award 
winning organization. 
 
Building Details: 
 

 84 studio units, 1 one-bedroom unit, 1 two-bedroom penthouse unit 

 65 units funded by the Office of Housing and restricted at 50% AMI 

 20 units are unrestricted, leased at 80% AMI 

 Student restrictions in 44 units 

 One market rate two-bedroom penthouse, unrestricted 
 
Position Responsibilities: 
 

 Promote a “sense of community” among residents with activities and services, working to solve 
problems and facilitate a responsible and positive complex. 

 Perform general office duties, including monthly rent collections, assist in evictions when necessary. 

 Complete tenant annual recertifications. 

 Act as point of contact for commercial tenants, coordinating site work as needed. 

 Perform all aspects of leasing units, including application screening and processing, and all move-in 
procedures, in accordance with Bellwether policies and procedures.  

 Supervise building cleaner/light maintenance staff, coordinating daily work assignments and annual 
performance reviews. 

 Work with Bellwether Maintenance Supervisor to coordinate work orders in occupied units and the 
work in vacated units. 

 Follow all Bellwether policies and procedures in fulfilling the Detailed Work Plan, as outlined in the 
Bellwether Employee Handbook and Bellwether Operations Manual. 

 Seek to provide residents with a safe, positive and sanitary living environment. 
 

Bellwether Housing offers an uplifting work environment with a diverse group of highly talented 
professionals who are committed to our mission of making excellent affordable housing available to the 
residents and communities that we serve.  Bellwether has flourished for over 36 years through 
leadership, vision, entrepreneurial spirit, and a commitment to the values of respect, integrity, 
community and excellence. 
 
 



 

 

 
Application Process: 

 
Please send a resume, cover letter, and a writing sample in Word or Adobe format, along with your 
salary requirements, to: 
 
Bellwether Housing 
1651 Bellevue Ave. 
Seattle, WA 98122 
 
Email:  jobs@bellwetherhousing.org 
Fax:  206-623-9404 
Web:  www.bellwetherhousing.org 
 
Note that only submissions containing all of the requested information above will be considered. 
 
Minimum Requirements: 
 

 3+ year’s prior apartment management or leasing experience.   

 Experience supervising staff. 

 Proficient in Microsoft Office applications, including Word, Excel and Outlook. 

 Proficient in federal fair housing laws and landlord/tenant laws. 

 Exceptional customer service aptitude, including problem-solving skills and the ability to respond 
quickly and tactfully to customer requests. 

 Dependable, highly-motivated and organized individual skilled at meeting deadlines and producing 
high quality work. 

 Good oral and written communication skills; ability to communicate in English. 

 Ability to work independently and as part of a team.  Positive attitude a must. 
 

Desired Qualifications: 
 

 Experience working with AMSI (eSite) property management software or equivalent. 

 Experience working with Section 8 income qualification. 

 Experience handling money or performing rent collection. 

 Demonstrated ability to build effective partnerships with community constituencies and social 
service agencies. 

 Experience working with social service programs for diverse populations and making referrals as 
appropriate. 

 Prior cleaning and light maintenance experience in a work environment. 

 Must be able to perform non-repetitive lifting of at least 25 lbs. 

 Experience in managing tax credit properties. 
 

Other Position Requirements: 
 

 Candidates selected for this position must pass a criminal history background check prior to employment 
with Bellwether Housing. 
___________________________________________________________________________________ 

Bellwether Housing is an equal opportunity employer.  No applicant will be discriminated against because of race, color, 
sex, marital status, sexual orientation, political ideology, age, creed, religion, ancestry, national origin, sensory or mental 
or physical handicap, or disabled veteran or Viet Nam era veteran status.  


