Schochet is currently seeking a Portfolio Compliance Coordinator to join our Compliance Team.
Duties include but are not limited to:
1. Responsible for the completion of annual and interim resident recertifications.  Collect all necessary documents for tenant’s files.  Files must follow HUD and Federal Management standards.  Ensure all necessary documents are in tenant’s files, up-to-date and in the correct order.  Perform file audits as needed.  Organize current files and purge old documentation from files in accordance to rules and procedures.
1. Verifies income, assets and medical information. 
1. Performs annual reexaminations as well as computing any interim rent changes. Assists participants to complete and sign all papers related to beginning housing assistance, interims, and annual recertifications, explaining in terms they understand to ensure compliance with program rules.
1. Establishes, maintains, and updates various logs and books related to the orderly maintenance of records. Ensures all computer records of all tenants are accurate and current. Promptly and accurately maintains all file documentation.
1. EIV and TRACS . Must be fully knowledgeable and understand process of what is expected by HUD.
1. Performs other related essential duties and tasks as assigned. 

3+ years’ experience preferred with HUD’s Project-Based Section 8 and Tax Credit required. Professional certification COS and experience with YARDI compliance software preferred.  Ability to work independently, possessing a high degree of attention to detail and accuracy, organized, able to work in a fast-paced environment, flexibility to work on special projects and a team player a must.  This position will be located at our corporate office in Braintree, but light travel will be needed throughout the portfolio. This position is 5 days in person. 
Why Schochet?
For more than 50 years, Schochet has built a culture centered on professional growth, collaboration, and long-term employee relationships. You'll join a team of experienced professionals who are passionate about developing and preserving quality housing and strengthening the communities we serve.
We offer a comprehensive benefits package from day one, including:
Health • Dental • 401(k) • 3 weeks of vacation accrued • 12 paid holidays • 5 sick days • 3 personal days • Additional employee perks
Ready to join our team?
Please submit your resume to careers@schochet.com.
For more information, contact Robin at 617-398-5144 or visit Schochet.
Pre-employment background screening and drug testing are required. Schochet is an Equal Opportunity Employer.


