O ass Code: 324 + M7

Cty of Anaheim Classification

Class Specification HOUSI NG SPECI ALI ST
HOUSI NG SPECI ALI ST | |

DEFI NI TI O\ Under supervision performs various field and office duties relating to
i mpl enent ati on of subsidy and ot her affordabl e housing prograns of the Housing
Aut hority.

DI STI NGUI SH NG CHARACTERI STI CS:

Housi ng Specialist I: This is the entry-level class in the Housing Specialist job
series. This class is distinguished fromthe Housing Specialist by the performance of
the nore routine tasks and duties assigned to positions within the series. Enployees
nmust have basic know edge of the purpose and functions of a Housing Authority. Under
this concept, incunbents in this class, as breadth of know edge and skill I|eve

i ncreases, may reasonably expect pronotion to the journey-level class of Housing
Speci al i st.

Housi ng Specialist Il: This is the full journey-level class in the Housing Specialist
series. This class perfornms the nmore conpl ex tasks and duties. |ncunbents have

previ ous work experience in case managenent and the full range of technical duties
related to inplenmentation of governnental rental subsidy prograns.

ESSENTI AL JOB FUNCTI ONS:  Dependi ng upon areas of assignnent, responsibilities and
duties may include, but are not limted to, the follow ng

Conducts initial and annual interviews with clients; determnes initial and ongoing
eligibility for rental subsidy and other affordabl e housing prograns; nanages an
assi gned casel oad and devel ops and nmi ntai ns accurate and up-to-date nanual and
automat ed case files.

Conducts briefing sessions for qualified applicants froma broad spectrum of socio-
econom ¢ backgrounds, interpreting and explaining rules, regulations, policies and
procedur es.

Interprets and applies pertinent provisions of programrules and regul ati ons and
counsel s applicants and program partici pants on sanme; evaluates conformance with
established rules and regul ati ons and takes appropriate corrective action regarding
vi ol ati ons.

Revi ews "Request for Lease Approval" for accuracy and sufficiency and approves the | ease
in accordance with Federal and State rules and regul ations and | ocal policies and
procedur es.

Conducts initial and annual inspections of units against Housing Quality Standards;
advi ses tenant and/or |andlord of deficiencies; re inspects units as applicable; and
approves units which neet standards.

Negotiates initial and annual rents with | andl ords and/or managers for housing units
enrolled in rental subsidy and other affordable prograns; cal cul ates gross househol d
i ncone and adj usted annual incone in order to determine total tenant paynent.
Attends reviews and infornmal hearings on term nation of housing assistance

Becones famliar with new rental subsidy and affordabl e housi ng prograns and stays
abreast of changes in existing programrules, regulations, policies and procedures.

Prepares accurate, concise and understandabl e narrative and statistical reports
regardi ng assi gned cases.
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EXAMPLES OF NON- ESSENTI AL JOB FUNCTI ONS

Identifies housing resources in the conmunity and encourages participation in renta
subsi dy and ot her affordabl e housi ng prograns; explains and publicizes the functions of
the Housing Authority, including equal opportunity requirenents.

Ootains and naintains a listing of rental units and makes it available to applicants who
have a "Certificate of Famly Participation"

Gat hers and anal yzes data on local rents and prepares and subnits reports.

M N MUM REQUI REMENTS

Housi ng Specialist |:

Experience: Performng work in support of staff assigned to administer and/or inplenent
rental subsidy and ot her affordabl e housing and/or |easing prograns.

Know edge: Basic functions and practices of a Housing Authority; cultural diversity,
basi ¢ record keepi ng; personal conputer operations; and nodern office procedures.

Ability to: Learn the functions of the position; establish and maintain effective work
relationships; interact effectively with a wide variety of clients while maintaining a
courteous and professional work environnent; deal tactfully with those froma broad
spect rum of soci o-econoni ¢ backgrounds; conmunicate clearly and concisely, both orally
and in witing, in person and over the tel ephone; understand and carry out oral and
witten instructions; prepare, organize and naintain accurate, detailed and confidentia
records.

Housi ng Specialist |I:

Experi ence: Journey-level experience in case managenent and inpl enentation of
government rental subsidy and ot her affordabl e housing and/ or |easing prograns.

Know edge of: Covernment housing rules and regul ati ons, advanced record keepi ng
effective interviewi ng, sales and negotiation techni ques; personal conputer operations
case nmanagenent techni ques.

Ability to: Manage a heavy case | oad; establish and naintain effective work
relationships; interact effectively with a wide variety of clients while maintaining a
courteous and professional work environnent; deal tactfully with those froma broad
spect rum of soci o-econoni ¢ backgrounds; persuade owners to participate in prograns;
negotiate rents with | andl ords and/or owners; investigate and resolve disputes; identify
and detect programfraud; interpret, apply and explain programrul es, regul ations,
policies and procedures; operate a personal conputer; comunicate clearly and concisely,
both orally and in witing, in person and over the tel ephone; understand and fol |l ow

rul es, regul ations, policies and procedures; prepare and nmaintain accurate, detailed and
confidential records; work effectively with frequent interruptions; and effectively
nmanage transitions in work assignments, the work environnent and priorities.

For both Housing Specialist | and Housing Specialist Il dassifications
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PHYSI CAL REQUI REMENTS: Ability to clinb stairs in order to access housing units; bend
and reach under sinks, w ndows, |ocks and water heaters to inspect condition of the
unit; and to lift and carry bulk files and/or docunents wei ghing | ess than 25 pounds
wi |l e conducting field inspections.

LI CENSE ANDY OR CERTI FI CATI ON REQUI RED:  Possession of, or ability to obtain, a valid
California Driver's License by date of appointnent in order to inspect housing units and
to conduct recertification interviews with honme-bound clients.

SUPERVI SI ON RECEI VED:

Housi ng Specialist I: Wrks under direct supervision of a Housing Supervisor who nakes
assignnments and periodically review work.
Housi ng Specialist Il: Wrks under noderate supervision of a Housing Supervi sor who
assigns a caseload and audits work perforned on a nonthly basis.
FLSA DESI GNATI ON: Housi ng Specialist | - Non- Exenpt

Housi ng Specialist Il - Administrative Exenpt

NOTE: The above statenents are intended to describe the general nature and |l evel of work
bei ng perforned by persons assigned to this job. They are not intended to be an
exhaustive list of all duties, responsibilities and skills required of personnel so
classified. Al requirements are subject to possible nodification to reasonably
accommodate individuals with disabilities.
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