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Leasing Specialist 
Department Property Management Job Status Full-time 
Reports To Community Manager Job Type Regular 
Positions Supervised None FLSA Status Non-Exempt 
Amount of Travel < 10% Work Schedule Site-Specific 
 

 
POSITION SUMMARY 
Under the direction of the Community Manager, the Leasing Specialist is responsible 
for maximizing occupancy by generating qualified traffic, networking within the local 
community, scheduling appointments, securing rentals, promoting resident retention, 
and providing or coordinating exceptional customer service. 

 
 
ESSENTIAL FUNCTIONS 
Reasonable Accommodation Statement: 
To accomplish this job successfully, an individual must be able to perform, with or without reasonable 
accommodation, each essential function satisfactorily.  Reasonable accommodations may be made to help 
enable qualified individuals with disabilities to perform the essential functions. 
 
Essential Functions Statement(s): 
Sales/Marketing 

 Conduct all leasing activities at the property, responding to telephone inquiries, 
providing tours of apartments and amenities, following up with prospects, and 
coordinating all move-ins 

 Perform telephone market surveys and physical shops of competitors 
 Recommend strategies and programs for on-site marketing activity 
 Develop and monitor merchant/neighborhood referral programs for move-in 

packets, newsletters, and resident retention 
 Initiate sales outreach plans including but not limited to new development, 

community management, internal and external communication, and support 
 Recommend programs and strategies to increase qualified traffic and closing 

ratios 
 Maintain passing e-shop, phone shop, and physical shop scores 
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Administrative 
 Inspect apartments with the new residents at move in and complete all the 

necessary paperwork 
 Support Community Assistant with tracking renewals, lease expirations, and 

notices to vacate 
 Collect and accurately process and report receipt of application fees, security 

deposits, rents and other fees 
 Accurately process and report receipt of application fees, security deposits, rents 

and other fees 
 Keep files, desk, and leasing area organized 
 Comply with all Fair Housing regulations, Tax Compliance regulations, and 

other laws as they relate to property specific guidelines and occupancy standards 
 Inspect market ready units and models each morning 

 
Customer Service 

 Assist in planning of resident functions 
 Walk the property for curb appeal and overall property appearance 
 Assist with the monitoring and directing of service operations to ensure service 

requests are completed within 24 hours and curb appeal standard are met 
 Provide excellent customer service and display courteous and professional 

attitude toward all customers  
 Maintain availability for resident functions, community affiliated events and 

weekends  
 Perform other duties as required 

 
 
POSITION QUALIFICATIONS 
Competency Statements: 

 Analytical Ability - Ability to use thinking and reasoning to solve problems. 
 Application - Follows procedure and protocol.  Focused level of attention and 

concentration to the tasks at hand. 
 Commitment - Perseverance and commitment to the business at hand and to the 

organizational goals. 
 Communication - Effectiveness of both written and verbal skills.  Communicates 

and/or understands instructions, sells ideas, obtains acceptance and action. 
Accurately informs supervisors and subordinates of important developments. 



           

         
 
JOB DESCRIPTION 
 

LEASING SPECIALIST    PAGE 3 of 4 
REVISED: JANUARY 2015 

 

 Customer Service - Committed to consistently providing the highest level of 
service to all customers.  Sets customer expectations properly and manages them 
closely.  

 Honesty & Integrity - Level of trust, truthfulness, and sharing of information.  
Demonstrates ethical behavior. 

 Initiative - Demonstrates resourcefulness and independence in carrying out 
responsibilities and assignments.   

 Job Knowledge - Exhibits both practical and technical knowledge of the position 
and knowledge of applicable support tools and resources. 

 Mutual Respect - Treats everyone with respect for their originality, both 
personally and professionally.  Respect for others unique qualities and expertise. 

 Professionalism - Conduct and manner in which employee represents the 
organization in every internal and external business activity. 

 Reliability - Consistently meets deadlines, follows up, and effectively uses time. 
 Teamwork - Collaboration and cooperation with other employees, supervisors, 

and outside contacts.  Open and accessible to every other person involved in any 
business transaction. 
 
 

SKILLS & ABILITIES 
Education:  High school diploma or equivalent, college preferred 
 
Experience: 1-year customer service or sales experience (or relevant education) 
 
Technical Skills:  Strong computer skills and proficiency in Microsoft Office, Yardi 
Experience preferred 
 
Other Requirements:  Valid Driver’s License  
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PHYSICAL DEMANDS 
N (Not Applicable)  Activity is not applicable to this occupation. 
O (Occasionally)  Occupation requires this activity up to 33% of the time (0 - 2.5+ hrs/day)  
F (Frequently) Occupation requires this activity from 33% - 66% of the time (2.5 - 5.5+ hrs/day)  
C (Constantly)  Occupation requires this activity more than 66% of the time (5.5+ hrs/day) 
 
Physical Demands  Lift/Carry  
Speak F 
Stand  O  
Walk  F  
Sit  F 
Handling /Fingering  F 
Reach Outward  O 
Reach Above Shoulder  O 
Climb  O 
Climb Stairs O 
Crawl  N 
Squat or Kneel  O 
Bend  O 
 

10 lbs or less  F 
11-20 lbs  O 
21-50 lbs  N 
51-100 lbs  N  
Over 100 lbs  N  
 

Push/Pull  
12 lbs or less  O 
13-25 lbs  N 
26-40 lbs  N 
41-100 lbs  N 
 

 
Other Physical Requirements, e.g., Vision, Hearing, Touch:  None 
 
 
WORK ENVIRONMENT 

 Office environment in a controlled atmosphere building  
 Occasionally exposed to outside weather conditions while showing apartments 

 
 
Employee Signature: _______________________________ Date: __________________ 
 
Supervisor Signature: _______________________________ Date: __________________ 
 
The company has reviewed this job description to ensure that essential functions and basic duties have been 
included.  It is intended to provide guidelines for job expectations and the employee’s ability to perform the position 
described.  It is not intended to be construed as an exhaustive list of all functions, responsibilities, skills and 
abilities.  Additional functions and requirements may be assigned by supervisors as deemed appropriate.  This 
document does not represent a contract of employment, and the company reserves the right to change this job 
description and/or assign tasks for the employee to perform, as the company may deem appropriate. 


