C ass Code: FO1
Gty of Anaheim
Cl ass Specification

CLASS TI TLE: COMMUNI TY DEVELCPMENT COCORDI NATCR

DEPARTMENT/ CONTROL CENTER:  Commruni ty Devel oprent
CLASS DEFI NI TI ON:

To performa variety of professional duties and responsibilities involved in the
coordination, adm nistration, inplementation and nmonitoring of the Conmunity Devel opnent
Bl ock Grant program

SUPERVI S| ON RECEI VED AND EXERCI SED:
Recei ves direction fromthe Redevel oprment/Property Services Manager- Housi ng Devel opnent.

EXAMPLES OF ESSENTI AL JOB FUNCTI ONS: Responsi bilities and duties may include, but are not
limted to, the follow ng:

Administer the Gty's Community Devel opment Bl ock G ant program pl an; coordi nate and conduct
public hearings; prepare the final statement, program budget, application and rel ated
docunent s.

Revi ew and recommend t he approval of funding requests for programeligibility; review
agreenents to ensure conpliance with Federal requirements; prepare federally required
reports, plans and rel ated docunents.

Pronote citizen participation in the Community Devel opnment Bl ock Grant program prepare and
distribute information to the public on the program provide educational information and
training on acquiring CDBG funding, grant applications, designating/qualifying a

nei ghbor hood for funds, and reporting requirenents.

Mai ntain |iaison with nei ghborhood councils and church groups, human services agencies, the
Nei ghbor hood Services O fice, Community Devel opment Advi sory Board (CDAB), other Cty
Departnents and the general public.

Prepare requests for proposals for the selection of consultants providing services to the
Communi ty Devel opnent Bl ock Grant program

Oversee State and Federal environnental inpact conpliance; prepare and maintain rel ated
files and records utilizing ID'S (Integrated Disbursenent |nformation Systen); produce
financial and project activity reports including those related to equal opportunity and
m nority business enterprise.

Uilize IDIS to: nonitor HUD grants; oversee the nonthly draw down of funding for HUD
projects; review spendi ng caps; performnonthly AFRM systemreconcilliation to ID S.

Moni t or contractor payrolls and docunentation for conpliance with Federal |abor standards;
prepare and naintain related files and records. Assist in the preparation of contracts;
noni tor conpliance of all CDBG recipients.

Moni tor, coordinate and assist in devel oping the Comrunity Devel opment Bl ock G ant program
budget .

Answer questions and provide information to the public; investigate conplaints and reconmmend
corrective action as necessary to resol ve conpl aints.

EXAMPLES OF NON- ESSENTI AL JOB DUTI ES:

Uilize G S technology to map | ow i ncone areas, eligibility information, and special project
ar eas.

Performrel ated duties and responsibilities as required.
JOB RELATED QUALI FI CATI ONS:

Experience: Responsible experience in the adnministration of a Community Devel opnent Bl ock
G ant program
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Know edge of: Principles, practices, nethods and procedures of the Comunity devel opnent
Bl ock Grant program administration; pertinent Federal, State and |ocal |aws, codes and
regul ations; principles, practices, nethods and procedures of data collection and research
techni ques related to Comunity Devel opnent Bl ock Grant program administration; principles
and procedures of financial record keeping and reporting; basic budgeting and accounting
principles; contract admnistration; autonmated reporting and program partici pati on systens.

Ability to: Analyze and interpret Comunity Devel opnent Bl ock Grant program net hods and
procedures; interpret and apply Federal, State and |ocal policies, procedures, |aws and
regul ations; nomtor and reconcile HUD grant funging; prepare grant applications and
proposal s; prepare and adm nister a budget; interpret, educate and train citizens on
comuni ty devel opnent policies, procedures and programrequirenents; prepare clear and
conci se reports; communicate clearly and concisely, both orally and in witing; establish
and nmai ntain effective working relationships with those contacted in the course of work
including a variety of citizens, contractors, Cty officials and staff.

Physi cal Requirenents: Work in an office environnent. Ability to performoff-site
contractor inspections.

Li cense and/or Certification Requirenents: None

FLSA DESI GNATI ON:  Admi ni strative Exenpt

NOTE: The above statenents are intended to describe the general nature and | 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
requirenents are subject to possible nodification to reasonably accomodate individuals with
disabilities.
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