FIRST HARTFORD
REALTY CORPORATION

First Hartford Corporation, together with its subsidiaries, engages in the purchase, development,
ownership, management, and sale of real estate properties in the United States. It operates through
two segments, Real Estate Operations and Fee for Service. The company owns interests in various
properties, which are used as shopping centers, colleges, restaurants, police stations, and
apartments located in Connecticut, Delaware, Louisiana, Massachusetts, Missouri, New York, New
Jersey, Rhode Island, and Texas. It also provides preferred developer services for corporate
franchise operators, as well as owns and operates a movie theater, a liquor store, and a restaurant.
First Hartford prides itself on flexibility to handle a variety of project types. But all have a common
thread: construction. We act as general contractor on most of our projects so we can better control costs,
quality and schedules. First Hartford Corporation was incorporated in 1909 and is based in
Manchester, Connecticut.

Interested applicants can contact ua at jalger@firsthartford.com.

Certified Occupancy Specialist

Occupancy Specialist is responsible for ensuring that all resident move-ins, re-certification, internal
transfers and move-outs are processed in accordance with all federal/state/local regulatory requirements.
Essential Functions

e Have Complete Knowledge of Current Applicable Federal/State/Local Regulations

e Attend regular industry sponsored training programs.

e Process and/or approve all required paperwork for move-ins / move-outs / renewals /
recertification

e Maintain Wait Lists — internal and external

e Perform regular audits of site files to ensure compliance, as scheduled by supervisor.

Attend all agency audits of sites within his/her responsibility. Provide answers and appropriate
supporting paperwork for any issues discovered.

Prepares lease packages and supplemental documents for new move-ins.

Conducts new resident orientation.

Special projects as assigned by property manager.

Fosters a positive, active and collaborative relationship with residents, communities and
associated agencies.

Enforces and adheres to company policies, rules and regulations.

o Works patiently, professionally and cooperatively with residents and staff to provide high quality

customer service.
e Preserves and respects resident and applicant confidentiality.

Job Requirements

e High School diploma or GED equivalent required. Vocational or College degree in a business
related field preferred.


mailto:jalger@firsthartford.com

3 years of administrative experience preferred.

3-5 years of Project Based Section 8 and Tax Credit experience.

Certificates: C3P, CPO, COS and SHCM, HCCP or like designations.

Proficiency in Microsoft Office applications: Excel, Word and Outlook. Boston Post experience
preferred. Excellent organizational and recordkeeping skills, detail-oriented, ability to exercise
good judgment and apply initiative.

In addition to training and recognition programs to help you succeed, we offer competitive Health, Dental,
Vision, Life/ Disability Insurance benefits, and a generous 401(k) plan.



