
 

 

 

 

 

 

 

Position:  Assistant Director, Shillman House 

Reports To: Executive Director, Shillman House 

Status: Regular, Full-time 

 

Summary: The Assistant Director will be responsible for processing resident-related documents, 

certifications, and fees as well as maintaining databases with resident information.  The AD will perform 

the resident cert/recertification processing for Section 8, Low Income Tax Credit, and other government 

subsidies. The AD will also assist the ED in the management of Shillman House. The AD will assist the ED 

in processing activities related to the marketing, finances, maintenance, programming, occupancy, 

resident relations, and resident services.  The AD will perform routine functions of office management 

and reception. 

Essential Duties and Responsibilities:  

The Assistant Director of Shillman House has the following duties and responsibilities: 

 Process resident-related documentation for all government subsidies. 

 Maintain the resident-related databases. 

 Process the move-in and move-out documentation of residents. 

 Collect and process the monthly rent and fees of all residents. 

 Oversee the Point of Service system for the dining, laundry and housekeeping services. 

 Maintain the parking permit database and issue parking stickers. 

 Prepare memos to residents regarding building-wide maintenance projects. 

 Perform reception duties of answering the phone and greeting guests when there is no 

volunteer at the reception desk and the Administrative Assistant is not available. 

 Maintain the inventory of office supplies. 

 Work as a team member with other Shillman House staff. 

 Establish presence as a clinical social worker.  Develop appropriate groups, interventions and 

emergency response protocols.  

 Undertake other tasks as assigned by the Executive Director. 

Working Conditions/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. 



While performing the duties of this job, the employee is regularly required to type, file or lift office 

supplies up to 20 pounds. The employee is frequently required to stand, talk and hear. 

Qualifications: The Assistant Director of Shillman House should have a minimum of three years in a 

position of property management of residential communities. Certification or willingness to acquire 

certification, for processing Sec. 8 and Low Income Housing Tax Credit subsidies is necessary.  Must have 

knowledge and proficiency in computer programs, including but not limited to Word, and Excel. 

Personal Skills and Abilities:  

 Detail-oriented in completing tasks. 

 Excellent interpersonal and communication skills 

 Proven ability to work as a team member in a residential setting. 

 Demonstrated capacity to respect and support older adults to live independent and dignified 

lives regardless of physical capacity. 

 

Qualified candidates should forward a cover letter and resume by email to hrjobs@jche.org; by fax to 

(617) 912-8469, or by mail to Human Resources, JCHE, 30 Wallingford Road, Brighton, MA 02135. For 

further information about JCHE and its Shillman House, see our website at www.jche.org. JCHE is an 

Equal Opportunity Employer. 

 

 

 

 

 

The above statements are intended to describe the general nature and level of work being performed by people 

assigned to do this job.  The above is not intended to be an exhaustive list of all responsibilities and duties required. 

*External and internal applicants, as well as position incumbents who become disabled as defined under the 

Americans with Disabilities Act must be able to perform the essential job functions (as listed) either unaided or with 

the assistance of a reasonable accommodation to be determined by management on a case by case basis 


