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Enhancing Quality of Life

Operations & Asset Management Specialist

Reports To: Asset & Property Operations Officer

Department:  Asset & Property Operations

Classification:  Full Time - Exempt

Salary Range: $70,000 - $90,000 annually, DOE

Location: San Ysidro, CA — Hybrid (2-3 days onsite at office; travel required within San Diego County)
Apply: Submit resume to HR@casafamiliar.org

Mission Statement

Casa Familiar's mission is to enhance the quality of life for people living in underserved and underrepresented
communities.

Values: Respect, Integrity, Familia, Culture, and Community.

About This Position

The Operations & Asset Management Specialist provides administrative, operational, and project coordination
support for Casa Familiar's Asset & Property Operations Department. This position supports asset management,
grants, capital projects, financial coordination, and property operations while collaborating with Accounting, Property
Management, Facilities, and external partners to ensure projects and departmental initiatives are completed
efficiently.

Job Summary

The Operations & Asset Management Specialist coordinates day-to-day administrative and operational activities
related to asset management, grant administration, maintenance projects, invoice processing, and financial
coordination. This role helps track budgets, grant spend-downs, reconciliations, and project progress while providing
both office and field support to ensure the successful execution of departmental goals.

Key Responsibilities

Operations & Project Coordination — 35%

e Provide administrative and operational support for the Asset & Property Operations Department.
Coordinate asset management initiatives, departmental projects, and operational priorities.
Maintain department records, contracts, project files, reporting tools, and operational documentation.
Coordinate meetings, agendas, meeting minutes, and follow-up on action items.
Assist with asset reporting, portfolio tracking, and departmental process improvements.
e Support special projects and other operational initiatives as assigned.

Grant & Financial Administration —35%
o Coordinate grant administration from award through closeout, including documentation, reporting,
reimbursement requests, and compliance.
e Track grant budgets, spend-downs, deadlines, and reporting requirements.
e Serve as the primary liaison between Asset & Property Operations and Accounting.
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Coordinate invoice processing, purchase requests, contracts, grant expenditures, reconciliations, and
financial reporting.

Participate in regular meetings with Accounting to review project budgets, grant activity, reconciliations, and
operational priorities.

Monitor project and grant expenditures, identify variances, and assist with budget tracking and month-end
reporting.

Capital Projects & Property Operations — 20%

Provide administrative support for maintenance, rehabilitation, and capital improvement projects.
Coordinate vendors, contractors, consultants, and internal stakeholders.

Track project schedules, contracts, warranties, budgets, and project documentation.

Conduct periodic site visits, inspections, project walkthroughs, and quality assurance observations.
Coordinate vendor access and support property operational needs as required.

Organizational Support & Community Engagement — 10%

Prepare reports, presentations, spreadsheets, correspondence, and other departmental communications.
Participate in agency events, cross-functional teams, and external working groups supporting affordable
housing and community development initiatives.

Demonstrate cultural competence by interacting respectfully and effectively with individuals from diverse
backgrounds while supporting Casa Familiar's mission, values, and commitment to equity.

Perform other related duties as assigned.

Education & Experience

Minimum of 3 years of progressively responsible administrative, operations, or project coordination
experience.

Minimum of 2 years of experience supporting asset management, property management, affordable housing,
facilities, construction administration, grants administration, or a related field preferred.

Experience coordinating multiple projects simultaneously while managing competing priorities and deadlines.
Experience processing invoices, purchase requests, contracts, budgets, and financial documentation.
Experience collaborating across multiple departments, particularly Accounting and Operations.

Experience supporting capital improvement, maintenance, or construction projects is highly desirable.
Associate's degree in business administration, Public Administration, Property Management, Accounting,
Construction Management, Real Estate, or a related field preferred. Equivalent combination of education and
relevant experience may be considered.

Qualifications

Strong organizational and project coordination skills with the ability to effectively manage multiple priorities
and deadlines.

Exceptional attention to detail and commitment to accuracy.

Strong analytical, critical thinking, and problem-solving abilities.

Excellent verbal, written, and interpersonal communication skills.

Ability to build collaborative working relationships across departments and with external partners.
Knowledge of federal, state, and local grant administration and compliance.

Experience with capital improvement, rehabilitation, or construction project coordination.
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e Familiarity with affordable housing funding sources, regulatory compliance, and property management
operations.
e Demonstrated ability to work independently while exercising sound judgment and maintaining
confidentiality.
e Intermediate to advanced proficiency in Microsoft Office Suite, including:
o Microsoft Excel (formulas, pivot tables, reporting, and data tracking)
o Microsoft Word
o Microsoft Outlook
o Microsoft PowerPoint
o Microsoft Teams
e Strong proficiency in document management, electronic filing systems, and preparing professional reports
and presentations.
e Knowledge of invoice processing, budget tracking, grant administration, reconciliations, and financial
reporting.
e Understanding of asset management, property management, maintenance operations, or affordable housing
is preferred.
e Experience with AppFolio Property Manager or similar property management software is strongly preferred.
e Ability to work in both office and field environments, including conducting site visits, inspections, and project
walkthroughs.
e Valid California Driver's License with reliable transportation for travel between organizational sites.

Physical Requirements & Work Conditions

This position requires sitting at a desk or workstation, walking, standing, climbing stairs, hearing, speaking, and the
ability to lift up to 25 Ibs. Some driving between locations and occasional evening/weekend work may be required
depending on the organizational calendar. A background check is required. In compliance with federal law, all persons
hired must verify identity and employment eligibility in the United States.

To Apply

Please submit a current resume and cover letter to HR@casafamiliar.org. Applications will be reviewed on a rolling
basis until the position is filled.

Benefits

e Medical, dental, life, and vision insurance

e 403(b) retirement plan - Casa contributes 3% of the annual income
Paid Bereavement, Vacation, Sick Leave, Jury Duty, and Time off
12 paid holidays (subject to change)

Wellness days (6 per year)

Winter break (subject to change)

Casa Familiar does not discriminate in employment, recruitment, compensation, termination, promotion, or any other condition of
employment against any employee or job applicant on the basis of race, religion, color, national origin, ancestry, marital status, political
affiliation, age, sex, gender, sexual orientation, military/veteran status, physical or mental disability (including perceived disability),
medical condition (including cancer-related), pregnancy, genetic information, gender identity or expression, or any other category
protected by federal, state, or local law, as those categories now exist or may be amended in the future.



