
Job Announcement 
January 2013 

 
 

Property Manager (Part Time - 24 hours/week) 
Los Angeles National Headquarters 

MALDEF is the nation’s leading non-profit Latino civil rights law firm.  Founded in 1968, MALDEF works to 
safeguard the civil rights of Latinos and to increase the community’s ability to participate fully in American society.  
We are currently seeking a Property Manager for our 13 story downtown office building and meeting center 
operated by MALDEF Property Management Corporation (MPMC).  

Job Responsibilities:   

Under the supervision of the Finance Manager, the Property Manager acts as the primary point of contact with 
Banks-Huntley building tenants to address all of their needs and concerns and is responsible for maintaining 
accurate records of all rental transactions.  Acts as a liaison for individuals or organizations seeking to rent or use 
space in the facility and is responsible for representing MALDEF Property Management Corporation to the public in 
a professional manner.  Acts as the primary contact with tenants to address all of their needs and concerns; 
prepares monthly invoices, and maintains aging of receivables; collects current and outstanding rents; assists 
tenants with any billing or payment disputes; coordinates purchase and distribution of monthly parking passes; 
prepares rental rate and lease analysis quantifying various rental scenarios when necessary; maintains and 
updates all required tenant compliance information including but not limited to:  certificates of insurance, Form 990, 
and annual budgets; shows available meeting and office rental space to interested parties; organizes public events 
including the Downtown LA Art Walk and utilizes social media (Facebook, Twitter, etc.) to publicize them; organizes 
periodic meetings and get-togethers with tenants; works with real estate attorney to prepare and amend lease 
contracts when necessary; works with outside commercial real estate companies as needed; works with filming 
production companies to garner filming opportunities for the building. 

Qualifications and Experience:   

High School graduation and business school or community college training in basic accounting and accounting 
clerical functions are required.  An undergraduate degree in accounting and business administration is desirable.  
Property management experience is desirable. 

Knowledge, Skills and Abilities:   

The successful candidate will posses excellent computer skills with proficiency in Microsoft Excel; excellent 
communication skills and the ability to work respectfully with people from diverse cultural and socioeconomic 
backgrounds are required. Also required is the ability to maintain the daily, monthly, and annual routines, work 
under pressure, and operate as part of a team; knowledge of grammar, punctuation, and spelling sufficient to write  
prose portions of reports and correspondence; knowledge of office operations and the ability to learn to perform 
them as assigned; ability to speak, to understand, to read, and to write English sufficiently well to communicate 
internally with staff and externally with vendors, banks, and government representatives; a fair ability to speak and 
understand Spanish is desirable.  Must be able perform work in an office setting, requiring ordinary physical activity 
such as extracting files and carrying case folders from one office to another, and be able to travel by automobile or 
airplane as required.  Knowledge of and support for MALDEF’s organizational goals and understanding of how a 
law firm functions is extremely helpful. 

Compensation:   

$16.50 - $20.00 per hour.  Plus pro-rated Personal Time Off and holiday pay.  No insurance benefits offered.  

How to Apply:   

Send cover letter, and résumé by email to: jobs@maldef.org. Please include the following in the subject line of your 
email:  Your Name – LA Property Manager.  Attachments should be in .doc, .rtf, .txt or .pdf format.  Incomplete 
applications will not be considered. 

Position Open Until Filled    Equal Opportunity Employer 

For more information, visit: www.maldef.org  
Follow us on Twitter: @maldefjobs 

mailto:jobs@maldef.org

