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JOB TITLE:   Resident Building Manager     
 
POSITION SUMMARY: Reporting to the Director of Building Operations, the Resident Building Manager 
is responsible for the maintenance, daily operations and administrative duties of designated buildings / 
houses.  
 
JOIN OUR TEAM:   You want to make a difference. You are motivated and engaged when you can help 
others succeed and you connect with work that contributes to a stronger community for everyone. You 
take pride in providing great service and are eager to be a team player. You appreciate flexibility in the 
workplace and actively seek opportunities to grow your knowledge and expand your skills. 

You are excited about the possibility of working with Horizon Housing Society (HHS) to provide quality, 

affordable homes to over 700 Calgarians in need.  
 
KEY RESPONSIBILITIES:  
 

1. Building Maintenance and Repairs: 

 Develop and monitor a regular maintenance schedule and programs 

 Perform general building and property maintenance including minor electrical and 
plumbing repairs 

 Maintain the building and property in a clean and orderly condition 

 The timely repair / cleaning of apartment units to ready for occupancy 
 

2. Tenant Relations: 

 Deliver a consistent, high standard of customer service 

 Work with Tenant Services team resolve tenant issues 

 
3. Building Operations and Administration 

 Monitor annual maintenance and capital budgets 
 Prepare vacant units for occupancy 
 Facilitate apartment viewings  

 Timely collection and submission of rental revenue 

 Respond to emergency situations per on-call schedule 

 Act as a back-up to other building staff as required 
 
SKILLS AND QUALIFICATIONS: 
 

 High school diploma 

 Proven ability to perform minor maintenance in plumbing, electrical and mechanical systems 
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 An intermediate proficiency in Microsoft Office is required 

 Excellent written and oral communication skills 

 Excellent problem-solving, negotiation and conflict resolution skills 

 Sound knowledge of Residential Tenancies Act 

 Positive and professional attitude 

 Flexible and adaptable 

 Detail oriented with strong attention to effective task completion 

 Strong project management and organizational skills 

 Ability to prioritize and balance multiple tasks 

 Excellent customer service skills 

 Must possess a valid Class 5 Alberta driver’s license and have a reliable vehicle 

 Must successfully complete a security clearance 
 

 
Apply Today:  Submit cover letter and resume by email to recruiting@horizonhousing.ab.ca 
 
 
While we thank all applicants for their interest, only candidates selected for an interview will be 
contacted. 
 

 
 
 
 
 
 

 


