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JOB ANNOUNCEMENT 

DESK CLERK 
 
Office Hours: Full-time (40 hours per week), Non-Exempt 
Starting Pay: $12.25/hr  
Benefits: CHP provides an excellent benefits package including 100% employer paid employee health, 

dental, vision, life & disability insurance; commuter benefits, 403(b) investment opportunity; 
Employee Assistance Program, paid training, paid vacation, 13 paid holidays and sick time 

Union:  This position is under the collective bargaining agreement with SEIU 1021 
 
JOB SUMMARY 
The Desk Clerk is the gatekeeper to the Residences - enforcing CHP policies to ensure safe, decent housing for CHP 
tenants.  Desk Clerks monitor daily building activities, provide 24-hour security, and respond to building and 
tenant emergencies.  As the first point of contact for visitors to our properties, Desk Clerks are required to exhibit 
professional, courteous and respectful conduct to tenants and building guests, enforcing property rules while 
creating a welcoming environment. The position is supervised by an Assistant Property Manager. 
 
AGENCY DESCRIPTION 
Community Housing Partnership’s mission is to help homeless people secure housing and become self-sufficient. 
Community Housing Partnership is an outcome focused nonprofit that fulfills its mission by developing and 
managing high quality permanent housing and providing services to homeless individuals, seniors and families to 
help them rebuild their lives and break the cycle of homelessness. Community Housing Partnership is financially 
stable with an annual operating budget of approximately $25 million. The organization has an outstanding staff of 
over 280 people, over half of whom were once homeless.  
 
During the past four years, Community Housing Partnership reorganized its operations to better manage its 
growth and to refocus its services on long term impacts and outcomes. CHP is currently undertaking a 
repositioning of its programs and services to align with a newly developed “theory of change” model that will be 
implemented over the next four to six years, with the support of a committed foundation. The agency is moving 
towards a data driven culture and will be introducing/developing a performance management system for both 
staff performance and outcome achievement. For more information, visit www.chp-sf.org. 

 
PRINCIPAL DUTIES 

 Follow all rules and procedures outlined in the CHP Property Management manual, CHP Employee Handbook 
and CHP House Rules. Follow new and revised procedures as developed and distributed. 

 Monitor daily common area activities of building residents and guests. 

 Maintain building security. 

 Screen all visitors to the building.   

 Maintain complete and accurate building logs, records, journals-Visitor Log, Overnight Log, Daily Log, etc. 

 Respond to building emergencies in compliance with the Property Management manual. 

 Treat tenants with respect and dignity-showing courteous behavior and patience. 

 Assist tenants in completing work orders, incident reports and complaints. 

 Assist the Building Manager with administrative tasks as directed. 
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 Maintain a clean and presentable work area, building entry and lobby. 

 Accurately complete CHP incident reports and complaints 

 Attend CHP All-Staff meetings and scheduled Desk Clerk meetings unless prohibited by work schedule. 

 Graveyard shift transports garbage bins to and from sidewalk. 
 
KNOWLEDGE, SKILLS and ABILITIES 

 Willingness to learn and follow directions 

 Good humored, courteous and professional; even under pressure.  

 Organized, with attention to detail. 

 Ability to remain calm and responsible during emergencies. 

 An understanding of and ability to communicate with diverse types of people. 

 Ability to be a part of a team. 

 Commitment to helping formerly homeless people to regain and maintain their independence. 

 Applicants are encouraged to learn basic computer word processing and databases, etc. 

 Ability to appropriately respond to and resolve conflict.  Applicants with de-escalation and conflict resolution 
training recognized. 

 An understanding of and experience working with issues of homelessness and recovery issues. 

 Bilingual/Spanish a strong plus. 

 Must have valid phone number.  

 Desk Clerk Training Program successful participant a strong plus. 
 
APPLICATION PROCESS 
Applicants should send their resume and cover letter to jobs@chp-sf.org. Please reference “Desk Clerk” in the 
subject line.  

 
Community Housing Partnership is an Equal Opportunity Employer 

Formerly homeless people, women, people of color and people with disabilities are encouraged to apply.  
CHP hiring policies require a background check for all applicants working with at-risk people. 
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