


HALLKEEN MANAGEMENT




Internal Job Postings
Date:



February 10, 2012
Job Title:


Occupancy Specialist-Temporary
Location:


New Bedford, MA
Hours:


Full-time (TEMP)
Job Description: 
HallKeen Management is searching for a motivated self starter to assist in a very busy office located in New Bedford as a Temporary Occupancy Specialist.

 

Duties will include but not be limited to certifying and recertifying residents for qualification in the Low Income Housing Tax Credit program, working with applicants and processing paperwork in a timely and efficient manner. Answering phones and general office work will be required.

 

The successful candidate must be organized, customer service oriented, must be a smart worker, and be very good with math.

 

Although this position is posted as temporary, there is possibility for future growth, and there is a possibility that it will become permanent.

 
If you are interested in applying or know someone to refer for the position please fax or e-mail resume to Kathleen Wilbur at 781-915-3115 or Kwilbur@hallkeen.com.

 

