
LEASING SPECIALIST 
HIGHGROVE HOLDINGS MANAGEMENT, LLC 

JOB DESCRIPTION 
 
Reports to: Christiaan Hanson Location: Milwaukee, WI 
 
Company Description: HIGHGROVE HOLDINGS MANAGEMENT, LLC 
 
JOB SUMMARY: 
 
We are looking for a Leasing Specialist who will be responsible for interacting with residents (potential 
and existing) on behalf of Highgrove Holdings Management, LLC.  Highgrove Holdings Management, LLC 
manages a portfolio of more than 500 affordable and workforce single family, market rate rental homes 
and 2-5 unit apartment properties located in Milwaukee, Wisconsin. The Leasing Specialist will screen 
prospects, schedule showings, secure lease agreements from qualified persons, and participate in lease 
negotiations and renewals.  Our Leasing Specialists are multitalented, personable individuals with a 
passion for establishing rapport.  The Leasing Specialist is responsible for conducting all job duties in 
accordance with the Fair Housing Laws and Company policy and supports the heart of our mission to 
provide safe, clean affordable housing regardless of economic status. 
 
DUTIES AND RESPONSIBILITIES: 
 Connect with prospective residents through phone calls (incoming and outgoing) and follow-up 

communications. 
 Show off our community by delivering a persuasive sales pitch about the benefits of living in a 

Highgrove Holdings Management, LLC apartment home. 
 Schedule appointments and follow through on leasing process until move-in. 
 Manage the leasing process by guiding new residents through each step, completing, and verifying 

all lease applications and sharing results with applicants. 
 Process applications, maintain resident files and checklists; strictly adhere to and follow all 

qualification standards. 
 Verify all application documentation. 
 Work renewal leases continuously and assist with lease transfers.   
 Keep accurate records of prospective and current residents, as well as rent and inventory. 
 Answer incoming phone calls. 
 Other duties as assigned. 

 
REQUIRED SKILLS: 
 Demonstrated proficiency in working with computers including word processing, calendar 

management, software/database, and social media 
 Proficient in MS Office: Word, Excel, and Outlook 
 Experience in an office environment and assisting in an office environment 
 Excellent communication, interpersonal, and organizational skills 
 Available to work a flexible schedule, including weekends 
 Experience with Yardi 
 Experience with Monday.com is a plus 
 Prior experience in leasing, sales, or hospitality 
 Bilingual in Spanish is a plus 
 



EDUCATION AND EXPERIENCE: 
 High school diploma or equivalent  
 Bachelor’s degree preferred 
 5 years in a customer service or sales-oriented role  
 3+ years of on-site leasing experience or a combination of customer service and sales experience 
 Strong attention to detail, self-directed 
 Possesses superior sales ability 
 Knowledge of Fair Housing regulations 
 Knowledge of Section 8, SDC, and other government assistance programs 
 
PHYSICAL REQUIREMENTS:  
 Prolonged periods sitting at a desk and working on a computer 
 
Job Type: Full-time, on-site.  This is an in-person position. 
 
About Us:   
Highgrove Holdings Management, LLC has over 35 years’ experience in property acquisition, 
rehabilitation, leasing, selling, lending, brokerage, banking, mortgage, development, asset management 
and property management. The team has extensive experience in managing properties across the 
United States.  Highgrove provides housing to tenants with all levels of income, first time home buyers, 
veterans, and nonprofit organizations. Our mission is to provide clean, safe, and secure homes for 
Highgrove residents regardless of their economic status. We work closely with local authorities to help 
improve the communities in which we serve.  Highgrove Holdings Management, LLC continues to grow 
at a rapid pace, and so do the opportunities for our current and future employees.  If you are ready to 
roll up your and our mission speaks to your values, we want to hear from you.  Please apply today. 
 


