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JOB TITLE: 
Manager 
 
JOB SUMMARY:  
The Manager will have the overall responsibility for operating the Community in a quality manner.  
This includes interior and exterior maintenance, housekeeping, delivery of food services, supervision of 
the implementation of the Assisted Living program, and other administrative duties as specified by 
Senior Housing Management. Is on call 24/7 and maintains normal business hours of 8:00 AM to 5:00 
pm Monday through Friday. 
  

The Manager’s job is to make sure resources are in place to deliver quality essential services, maintain 
budgets, maintain occupancy goals, develop policies and procedures necessary to carry out 
organizational tasks, ensure staff are productive, effective, and keep on task, and achieve the goals of the 
owners. 
 
ACCOUNTABILITY:  
Senior Housing Management 
 
DUTIES AND RESPONSIBILITIES: 
Staffing: 

 Maintain adequate staffing by recruiting, hiring, terminating, and supervising all on-site staff, 
according to their individual job descriptions. 

 Review staff job descriptions, compensation and personnel, and prepare an annual personnel 
report to include raise benefit recommendations. 

 Train and assist coordinators in training each new employee, thoroughly, in his/her duties and in 
the Policies and Procedures, as they relate to particular positions. 

 Assure quality workmanship and performance is achieved by on-site staff and outside vendors, 
suppliers and contractors. 

 Take responsibility for on-going in-service training for all staff. 
Operations: 

 Review all building services and the entire building every other week.  Complete work orders as 
needed for immediate and future action. 

 Conduct daily walk through of community to ensure cleanliness and is tour ready. 
 Conduct daily standup meeting with coordinators to facilitate consistent communication and 

expectations. 
 Develop Schedule and participate in Manager on Duty Rotation with coordinators 
 Weekly Marketing Plan meeting with Community Relations Coordinators and/or Coordinators to 

reach occupancy goals 
 Participate in internal and external marketing events to meet occupancy goals. 
 Respond courteously and promptly to residents’ requests for information and maintenance, 

within the scope of Community’s responsibilities and Policies and Procedures. 
 Arrange for a responsible replacement to cover the position during periods of absence or 

vacation. 
 Must obtain and maintain a chauffeur’s license within 30 days of hire 
 Prepare and maintain inventories, yearly. 
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 Process housekeeping, maintenance, reservation of common spaces and guest meal requests 
made by residents and the Asst. Mgr/Community Relations Coordinator, and to assure delivery 
of required services. 

 Prepare and review incident reports. 
 Stay in contact with residents’ families, per needs and requests. 
 Use proper body mechanics. 
 Train and monitor use of personal protective equipment. 
 Provide bi-weekly in-services. 
 Approve all new chemicals, get MSDS sheets, and provide appropriate training.  

 
Budget: 

 Create monthly resident invoices in accounting system, print and mail by the 15th of each month. 
 Update resident invoices with changes to services plans, or additional charges in accounting 

system 
 Meet weekly with Health Care Coordinator to record changes to resident services in accounting 

system. 
 Submit private insurance and elderly waiver billing by the 1st of each month. 
 Collect all rents and assessments and maintain on-site records  
 Review monthly budget reports and prepare a monthly report identifying unexpected 

expenditures, revenue shortfalls, etc., and recommendations for correcting the imbalance.   
 Prepare an annual budget with the assistance of the Senior Housing Management. 
 Submit all purchase orders and approve all invoices for expenses incurred on-site and forward 

them to the Accountant weekly. 
 Review, balance, and submit to the accounting office all petty cash ledgers, with cash receipts, 

from coordinators for replenishment.  
Assisted Living Program: 

 Cooperate with the Health Care Coordinator and any outside home health agency that is 
responsible for the personal care of the residents.  Make sure the health and social services 
available to the residents are top quality and the residents’ needs are adequately being met. 

 Work with the Health Care Coordinator and/or any outside home health agency to develop and 
review Service Plan Agreements, and set up medical assessments for new potential residents. 

 Monitor all health and social services provided and prepare a monthly report for the staff 
meeting.  The report will include areas for immediate and future action. 

Operational and Emergency Monitoring: 
 Assure 24-hour, 7-day per week on-site coverage to carry on daily operational services and 

needs, to respond to calls for urgent assistance from residents of the community and to respond 
to fire alarms, or other emergencies. 

 
CONTACTS: 

Senior Housing Management   Groups and organizations in similar fields 
Residents     People in similar fields 
Residents’ families’    Health care providers 
Staff      Volunteers 
Emergency Medical Personnel  Vendors 
Prospects and their families   Visitors 
Pharmacy deliveries 
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REQUIRED SKILLS AND ABILITIES: 
 Strong proven leadership record 
 Portray professional and welcoming demeanor 
 Two to three years of well developed management skills 
 Good communication skills 
 Proven organizational skills 
 Good work ethic 
 Two to three years experience working with budgets 
 Good listening and problem-solving skills 
 Public relations skills 
 Positive image 
 Commitment to confidentiality 
 Genuine interest in the aging process and commitment to the elderly and their well-being 
 Strong commitment to providing quality services to our clients 
 Two to three years of supervision experience 
 Decision making and goal setting abilities 
 Open to change 
 Committed to working toward development of your management and leaderships skills 
 Two to three years experience scheduling workers’ hours 
 Practice a non-authoritarian management style 
 Able to make staff feel part of a solid team 
 Have an abundance of compassion and patience 
 Have a strong sense of humor 
 Willing and anxious to learn about the company and about its involvements 
 Able to take direction and respond effectively to good supervision 

 
REQUIRED EDUCATION AND/OR TRAINING: 
 Minimum of 2 years of college education to 4 years of education in business/communications 
 Computer literate (Excel, Word) 
 
PREFERRED EXPERIENCE: 
 2 years experience working in an elderly care environment 
 
 
 
On this _____ (day) of _______________________ (month), ______ (year), I have received, and 
discussed with my Supervisor, a copy of this Job Description. 
 
I understand this is NOT a contract of employment. 
 
 
 
    
Employee’s Signature  Date 
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Supervisor’s Signature  Date 
 
All job descriptions are subject to change based on business needs. 
 


