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CLASS Tl TLE: AFFORDABLE HOUSI NG SPECI ALI ST

DEPARTMENT/ CONTROL CENTER:. Conmuni ty Devel opnent

CLASS DEFI NI TI ON:

To performa variety of professional duties and responsibilities involved in the
i mpl enentati on and nonitoring of affordable housing prograns and projects.
SUPERVI SI ON RECEI VED AND EXERCI SED:

Recei ves direction fromthe Home Oanershi p Program Coordinator.

EXAMPLES OF ESSENTI AL JOB FUNCTI ONS:

Coordi nate preparation of affordabl e housing agreenents; ensure conpliance with
proj ect specifications and requirenents; nonitor projects and agreenents for
conpliance with Federal, State and |ocal |aws, regulations and guidelines.

Moni tor and coordi nate the devel opnent of affordabl e housing projects; coordinate
project activities with the staff of other projects and prograns.

Ensure conpliance with programregul ati ons and/ or project specifications and
requi renents; nonitor prograns and projects to ensure conpliance w th Federal
State and | ocal guidelines and regul ati ons.

Monitor and nmintain records on approved funding to ensure conpliance with
fundi ng agency gui del i nes.

Moni tor and coordi nate the dishursenent of funds for affordabl e housing prograns
and projects received fromFederal, State and | ocal agencies; coordinate the
Cty's conputerized programrel ated to af fordabl e housing requirenents.

Prepare staff reports, agreenents and other reports regardi ng proposed and

exi sting affordabl e housing prograns and projects for appropriate governnent
agenci es.

Mai ntain autonmated waiting lists for affordabl e housing prograns.

Assist in the review of local, State and Federal regulations and in the
preparation of grant applications and funding requests.

EXAMPLES OF NON- ESSENTI AL JOB FUNCTI ONS;

Maintain liaison with Gty staff regarding prograns and projects; conduct
presentations to devel opers, renters and buyers to encourage program
participation

Devel op and i npl emrent marketing prograns and activities designed to solicit
participation by renters, buyers and devel opers.

Answer questions and provide information to the public; investigate conplaints
and recommend corrective action as necessary to resolve conplaints.

Performrelated duties and responsibilities as required

JOB RELATED QUALI FI CATI ONS

Experi ence: Responsible professional |evel experience assisting with the
adm ni stration and nonitoring of housing assistance prograns and projects
i ncl udi ng af f ordabl e housi ng projects.
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Know edge of: Principles and practices of affordable housing assistance
principles and procedures of financial record keeping and reporting; Federal
State and | ocal funding sources for affordabl e housing assistance; pertinent
Federal, State and local |aws, codes and regul ati ons; basic budgeti ng and
accounting principles; grant proposal witing; basic affordabl e housing
devel opnent processes and procedures.

Ability to: Analyze affordabl e housi ng assi stance net hods and procedures;
interpret and explain City policies and procedures; anal yze and assess community
housi ng needs; interpret and apply Federal, State and |ocal policies, procedures,
| aws and regul ati ons; prepare clear and concise reports; conmmunicate clearly and
concisely, both orally and in witing; establish and naintain effective working
relationships with those contacted in the course of work including a variety of
Cty officials and staff and the general public

NOTE: The above statenents are intended to describe the general nature and

| evel s of work being perforned by persons assigned to this job. They are not
intended to be an exhaustive list of all duties, responsibilities and skills
requi red of personnel so classified. Al requirenents are subject to possible
nodi fication to reasonably accomodate individuals with disabilities.

9 Ral ph Andersen & Associ at es
Job O ass - Housing Qperations Coordi nator
399VK. WP



