
Massachusetts Housing and Shelter Alliance 
Job Posting 

Title:  Leasing Specialist 

The Massachusetts Housing and Shelter Alliance (MHSA) is seeking qualified candidates for the 
position of Leasing Specialist.  

About MHSA: 
MHSA is a statewide nonprofit organization that is driving innovation to end homelessness 
among adult individuals through advocacy and development of outcome-based programs. For 
more than 30 years, MHSA has been transforming the traditional response of emergency 
shelter into a system of permanent housing, improved access to support services and 
healthcare, and other long-term solutions to homelessness. These strategies have helped 
dramatically reduce chronic homelessness in Massachusetts and gained MHSA national 
recognition for several initiatives. MHSA has a network of 100 member agencies; it also works 
closely with state and city government. It uses its unique position as an intermediary between 
public agencies and homeless service providers to create innovative responses to homelessness 
for adults in Massachusetts. 

MHSA is an Equal Opportunity Employer offering competitive pay, generous benefits, and work 
in a mission-focused organization. Learn more about MHSA at www.mhsa.net.  

Position Summary:   
Manage all of MHSA’s publicly-funded residential leases and tenant documents across a range 
of housing and homeless programs. Provide direct support to other staff related to these 
matters. This is a newly-created position at MHSA. 

Reports To:  Vice President 

Status:  This position is full-time, hourly/non-exempt. 

Essential Functions: 
• Create and maintain a database of leases, occupancy agreements and supporting

documents for approximately 150 residential units (number of units will increase from
time to time) that tracks:

a. Lease dates
b. Rent amounts and security deposits
c. Payments to landlords and related vendors



d. Utilities
e. Landlord contact information
f. Building inspections and permits
g. Tenant information including income certifications and tenant rent payments
h. Tenant occupancy agreements
i. Any additional data/documents as needs are identified

• Draft new leases, amendments, etc. and review landlord generated leases prior to
review by Vice President; coordinate signatures

• Assist with lease negotiations as directed by the Vice President
• Serve as primary contact with landlords; triage to other staff as needed
• Set up and terminate utilities at new addresses, review utility bills for reasonableness,

ensure correct cost center allocation
• Prepare and submit expense requests, invoices, monthly rent payments
• Prepare invoices for reimbursement from funding agencies
• Track leasing funds available from contracts
• Assist with income verification and rent reasonableness certifications
• Bill tenants for rent and attempt to collect rents (send invoices, receive/track payments)
• May be asked to assist with unit inspections
• Work with each staff member as needed to assure that data and documents are

accurate and continuously updated
• Provide reports and data as requested
• Perform all other duties as assigned to support MHSA’s mission and operations

Requirements:  
• 2 years of related experience required.
• Understanding of homeless services and nonprofit organizations preferred.
• Knowledge of state and federal homeless funding requirements preferred.
• High level of competence and comfort using Microsoft Outlook, Excel and Word.
• Willingness and ability to learn to use new databases.
• Excellent written communication skills, with meticulous attention to detail required.
• Excellent organizational skills with ability to handle multiple tasks simultaneously in a

hectic environment required.
• Ability to deal courteously with all in person, in writing, and on the phone required.
• Ability to creatively problem solve in a fast-paced environment required.
• Ability to work independently and in a team environment and to take initiative,

prioritize and complete large volumes of detail-oriented tasks quickly and with
exceptional accuracy required.



Compensation and Benefits: 
This position is 40 hours per week, non-exempt. Salary range is $22 - $25 per hour. Excellent 
benefits include:  health and dental insurance (80% employer-paid), pre-tax commuter benefits, 
15 days of vacation per year (to start), 15 holidays per year, a 401K retirement plan with 
generous matching contribution, and more.   

NOTE: Due to COVID-19, the majority of MHSA staff are working remotely. When it is safe 
and allowable to do so, staff will primarily be working from the Boston office. 

Application procedure: 
Please submit a resume and cover letter to Kaye Wild, Vice President at kwild@mhsa.net no 
later than February 16, 2022. Please be sure to put “Leasing Specialist” in the subject line. 

MHSA is an Equal Opportunity Employer, committed to a diverse workforce. Individuals from all 
backgrounds are encouraged to apply; we especially encourage people with lived experience of 
homelessness to apply.


