
 
 

     Norstar Opportunities 

 
Our company emphasizes a TEAM APPROACH and expects every person to perform any reasonable 
task or request. 
 
We are currently seeking qualified individuals for the following openings in Niagara Falls; 
 
 
PROPERTY MANAGER 
The PROPERTY MANAGER is totally accountable for all property operations. The purpose of the 
PROPERTY MANAGER is to effectively manage and coordinate persons, activities and available 
resources in order to accomplish property objectives as set forth by the Company, DIRECTOR, and 
property owner. These objectives will include maximizing occupancy levels and property values. 
 
QUALIFICATIONS: 
Position requires at least 3 years’ experience in on-site property management; 1 year as PROPERTY 
MANAGER. B.S. degree in business, real estate or finance or equivalent. CPM desired. Proven verbal 
and written communication skills. Must have background in supervision and successful track record of 
accomplishments. 
Computer Skills: Must be proficient with a computer and all Microsoft programs and On-Site         
Rental System. 
Work Hours: 40 hours per week. Must be available on Weekends for staffing needs and emergencies. 
 
 
MAINTENANCE TECHNICIAN 
The MAINTENANCE TECHNICIAN is to assist the SUPERINTENDENT in maintaining the physical 
integrity of the community. This involves insuring a safe, secure, and comfortable living environment 
for residents, visitors and staff. The MAINTENANCE TECHNICIAN will carry out assigned duties in a 
safe manner and other duties as requested by the Superintendent. 
 
QUALIFICATIONS: 
Position requires at least 1 year experience in apartment maintenance. Some familiarity with 
electricity, plumbing, and carpentry. Good Safety habits and compatible with a wide range of people. 
 
Work Hours: 40 hours per week, as required.   Weekends as circumstances warrant; · on call on a 
rotating basis and for emergencies. 
 
Equipment/Machinery /Tools: An employee in this position must be knowledgeable and 
skilled in the safe use and maintenance of the following tools:  
Hand Tools: Various wrenches, hammer, grips, sledgehammer, snips, posthole diggers, etc. 
Power Tools: Wrenches, grinders, sanders, drills, saws, etc. 



 
User-Moved Aids: Wheelbarrows, dollies, hand trucks, buckets, hoists, jacks, step ladders, full 
ladders, double ladders. 
Mechanical Equip.: Motors, pumps, compressors, blowers, electric and hand power augers, etc. 
Measuring Devices: Calipers, voltmeters, ohmmeters, testing meters, PH tests, gauges, etc. 
 
 
LEASING AGENT 
The LEASING AGENT is the property's sales representative whose primary duties are to greet 
prospects, to present professionally the features and benefits of their assigned property and properly 
secure lease agreements from qualified persons. An LEASING AGENT is very service oriented and 
strives to make current residents feel welcome and comfortable in their community. The LEASING 
AGENT will contact a person of authority should any situation warrant an action or decision not 
included in his or her duties and responsibilities. 
 
QUALIFICATIONS: 
Position requires good leasing and closing skills and be organized. Good Communication skills, 
confident, and positive attitude. Ability to interact with a wide range of people and diplomacy in 
handling problems of residents. Section 8 I Tax Credit experience preferred. 
Computer Skills: Must be proficient with a computer and all Microsoft programs  
 
 
RECEPTIONIST/OFFICE ASSISTANT 
The RECEPTIONIST/OFFICE ASSISTANT reports to the Property Manager. The 
RECEPTIONIST/OFFICE ASSISTANT is responsible for all administrative duties for the property office, 
managing the filing, as well as accepting and processing applications in addition to assisting with 
apartment rental processes. 
 
QUALIFICATIONS: 
Position requires effective verbal and written communication skills, proficient in Microsoft Office 
programs, outstanding multi-tasking, and a team-player. 
Computer Skills: Must be proficient with a computer, and Microsoft Office programs.  Must possess 
strong prioritizing abilities, and organizational/communication skills with a minimum 3 years 
secretarial experience. 
 
 
For more information, contact Regional Property Manager  at 
Centercourtmanager@norstarus.com 
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