
A&O Specialist 
Job Description – Revised 08/2026  

 
 

Baranof Island Housing Authority 
245 Katlian Street, Sitka, Alaska 99835 

1-907-962-6835 
 

POSITION TITLE: Admissions & Occupancy Specialist 

STATUS:  Full-time Permanent, Non-Exempt, Hourly 

AUTHORITY:   Supervised by the Admissions & Occupancy Supervisor 

POSITION SUMMARY:  
Assists the Housing Department in administering BIHA Housing Programs in accordance with BIHA, HUD, 
Federal, State, Local and Alaska Landlord tenant laws, procedures, policies and regulations. Responsible for 
verifying applications including interviewing and orienting applicants regarding program participation. Initiates, 
schedules and manages the annual tenant recertification process. Assists with applicant and tenant home 
inspections.  

POSITION DUTIES AND RESPONSIBILITIES: 
o Understands and follows BIHA Housing Department Procedures & Processes 
o Maintains a positive, compassionate and professional manner with colleagues, tenants, applicants, vendors, 

service providers, and members of the community 
o Provides attentive, timely, non-judgmental, and compassionate service 
o Provides accurate information regarding BIHA policy and procedure to applicants and tenants 
o Assists in the creation and maintenance of tenant and applicant records/files 
o Maintains security and confidentiality of all tenant and applicant information 
o Communicates with employers and agencies to verify applicant and tenant documents  
o Shows vacant units to applicants and tenants and conducts tenant briefings to explain program 

requirements, procedures, policies, and laws 
o Conducts move-in process for new tenants, including preparation of rental agreements and supporting 

documentation 
o Conducts applicant and tenant interviews 
o Utilizes various computer software programs to process tenant payments, document maintenance requests 

and other tenant communication; and produce standardized tenant letters  
o Reviews complaints received and takes appropriate action as necessary  
o Conducts home inspections with applicants and assists BIHA Maintenance Department with annual 

home/yard inspections of tenants 
o Conducts interim recertifications and special inspections for tenants 
o Prepares monthly rental charge statements and reviews for accuracy 
o Maintains waitlist for housing programs and reports housing statistics to Housing Manager as requested 
o Other administrative and clerical tasks as directed  
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MINIMUM QUALIFICATIONS, KNOWLEDGE, SKILLS, AND ABILITIES: 
o High School diploma or equivalent  
o Minimum of one (1) year of customer service experience  
o Minimum of one (1) year of administrative experience (office systems and processes) 
o Well-developed word processing, spreadsheet, e-mail and electronic calendar software skills (Microsoft 

Office or Google Suite)  
o Strong verbal and written communication skills  
o Strong organization skills and attention to detail 
o Accurate data entry skills 
o Ability to read tenant ledgers and perform basic accounting calculations 
o Willingness and ability to learn Housing Management software 
o Satisfactory work performance and attendance  
o Ability to set and meet deadlines and work within a team 
o Ability to maintain positive interpersonal relationships, provide quality customer service and, at times, work 

with difficult people in a positive manner  

DESIRED KNOWLEDGE, SKILLS, AND ABILITIES 
o One (1) year of basic account management experience 
o One (1) year of client service in community and/or social services settings 
o Self-development and learning including continuing education and the ability to learn, apply, and contribute 

to BIHA processes and procedures (this position is an administrative role that has room to grow as part of 
the BIHA Housing Department)  

 
WORKING CONDITIONS:   
Most duties are performed in an office environment while sitting or standing at a desk. Some duties are 
performed in an outdoor environment (tenant communication distribution) or in tenant homes (residential 
inspections). While performing the duties of this job, the employee is regularly required to talk/hear, sit/stand 
for extended periods, kneel/crouch or reach/pull at times, and lift up to 30 lbs.  
 
OTHER REQUIREMENTS:  
o Possess and maintain a valid Driver's License and an acceptable driving record  
o Ability to pass a criminal background check 
o Completion of relevant training courses/certifications as determined by the Housing Director  
 
PAY GRADE LEVEL: Grade 4-5 

NOTE: This job description has been designed to indicate the general nature and level of work performed by the 
employee(s) within this classification.  It is not designed to contain or be interpreted as a comprehensive inventory of all 
duties, responsibilities, and qualifications required of employees assigned to the job.  Baranof Island Housing Authority 
(BIHA) reserves the right to revise this job description at any time.  Additionally, employment with BIHA is at-will.  This 
means that BIHA may terminate the employment relationship at any time, with or without cause and with or without 
notice, so long as the termination does not violate federal or state law.  No statement to the contrary, whether written or 
oral, is binding upon BIHA, except when authorized in writing by the Board of Commissioners and the Executive Director. 


