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DIRECTOR OF NON-PROFIT HOUSING

Department:
 Property Management

Reports To:
 President and CEO
Job Type:
 165
Pay Grade:
 19

Exempt/Nonexempt:
 Exempt

SUMMARY

Under the direction of the Chief Operating Officer, plan, organize, control and direct the activities of Non-Profit Housing; develop and administer the annual budget, staffing plan, safety program, capital improvement grant programs, maintenance service contracts, and block grant capital improvement program; coordinate activities with other departments to develop various grant and operational activities; supervise and evaluate the performance of assigned personnel.

JOB DUTIES

· Administers the Affordable Housing Programs. The Affordable Housing Programs consist of HUD Project-Based Assistance, Tax Credit Properties, HOME Reinvestment Partnership Program, Affordable Housing Disposition Program, Section 8 New Construction, and Market Rate Apartments.  Responsible for the compliance and reporting requirements for each of these programs and the requirements of the bond financed properties.  

· Responsible for the compliance and reporting requirements for each of the programs and the requirements of the bond financed properties.  
· Direct, supervise, coordinate and establish uniform maintenance standards throughout the Authority; develop and implement changes in maintenance planning, procedures, staff, and equipment and work programs as necessary.
· Develop and maintain a system of controls for analysis and evaluation of maintenance performance, schedules and budgets.

· Reviews and ensures compliance with the Public Housing Assessment Systems and ensures that performance will result in a rating of exceeds.

· Develops long-term strategic goals and operational plans for the property management division.

· Directly supervises the work of program department directors and other professional staff.  

· Oversees the development of the annual property management budget. Develops annual financial and programmatic plans and regularly monitors and evaluates program operations for effectiveness. 

· Conduct studies and reviews of local economic trends, employment activity and practices and housing conditions; advise and assist the Chief Operating Officer in the formulation of major policies and planning in such areas as income limits, rents, allowable assets and housing demand and supply; advise and assist the Chief Operating Officer in the formulation of changes in policies and procedures indicated by the findings from such studies.
· Administer the resident/applicant grievance procedure to assure parties receive fair and equitable treatment under the terms of the procedure. Direct the preparation and maintenance of a variety of narrative and statistical reports, records and files related to assigned activities and personnel.
· Monitors resident programs, by periodically attending meetings and functions, to insure good resident/management relations. 
· Develop and prepare the annual budget for the Non-Profit Housing; analyze and review budgetary and financial data; control and authorize expenditures in accordance with established limitations.
· Reviews plans for new housing developments, and modernization and rehabilitation work; and monitors progress of work.
· Provides counseling and guidance to division directors through discussions about performance or other job related problems.
· Set the direction, create the linkages among programs and departments, lead staff, and establish the targets necessary to achieve the strategies and mission of the agency in empowering staff and promoting a work environment of service, teamwork, and respect. Direct the deployment of strategies and goals throughout the department and agency. Work respectfully and courteously with other employees, follow direction, and work well under stress.
· Delegate authority through the chain of command and hold supervisors and employees accountable for accident prevention and reporting in compliance with State Labor & Industries regulations and the agency’s Safety and Health Program. Ensure that all safety and health rules, standards and procedures are observed; conduct monthly self-inspections of work areas and practices to eliminate potential hazardous conditions; arrange for, conduct and ensure that accident investigations of all accidents are formally reported on or within the next work day of when the accident occurred; monitor and enforce the agency’s Safety and Health Program, and actively support and participate in the Emergency Preparedness program and tasks.
· Assist with the development of new housing programs in accordance with Authority plans; review and evaluate site selection criteria, comprehensive plans, housing market analyses, needs-studies and related reports.
· Attend and conduct a variety of meetings as requested; represent the Authority's programs to other governmental agencies and boards.
· Other duties as assigned.

KNOWLEDGE, SKILLS, AND ABILITIES

· Planning, organization and direction of Housing Operations.

· Urban development housing, low income and senior populations.

· Building materials, construction and maintenance methods and practices.

· Senior population needs and programs.

· Subsidized housing programs.

· Real estate and property management practices.

· Project management, organization and negotiating techniques.

· Budget preparation and control.

· Verbal and written communication skills.

· Principles and practices of administration, supervision and training. 

· Applicable laws, codes, regulations, policies and procedures.

· Interpersonal skills using tact, patience and courtesy.

· Plan, organize, control and direct the activities of the Housing Operations Department in accordance with established policies and procedures.

· Develop and implement comprehensive plans for capital improvement programs.

· Supervise and evaluate the performance of assigned staff.

· Administer a grievance procedure for residents and applicants.

· Communicate effectively both verbally, and in writing.

· Interpret, apply and explain rules, regulations, policies and procedures.

· Establish and maintain cooperative and effective working relationships with others. 

· Operate a computer, and assigned office equipment.

· Analyze situations accurately and adopt an effective course of action.

· Meet schedules and time lines.

· Work independently with little direction.

· Prepare comprehensive narrative and statistical reports.

· Direct the preparation of a variety of reports and files related to assigned activities.

· Works respectfully and courteously with staff, residents, and the general public.

                                                          TECHNICAL COMPETENCIES


The following personal attributes are considered essential requisites for effective performance of the holder of this position:

· Positive Thinking & Attitude: Maintains a positive work environment by creating job motivation, remaining enthusiastic about taking on challenges, demonstrating an “I care” attitude, approaching others in a pleasant, happy, and upbeat manner, and always finding the positive aspect of a negative situation; ability to resolve conflict in positive ways. 

· Communicates Effectively: Presents ideas clearly and influentially through various means; identifies/shares important information in a timely manner; appears knowledgeable and confident in communicating information. 

· Work Ethic: Dependable and meets commitments by exhibiting willingness to put in extra hours or “do whatever it takes” to get the job done. Available and presentable for work on a consistent and timely basis. 

· Organization: Develops plans to achieve objectives by identifying resources needed, time allocations, and anticipated obstacles. Utilizes planning tools and methods for prioritizing, organization and following through. 

                                                           CORE COMPETENCIES


The following personal attributes are considered essential requisites for effective performance of the holder of this position.

· Problem-Solving Expertise: Identifying and defining problems/goals including scope and sequence or priorities for attainment; selecting and implementing alternative solution strategies; and supervising resources, constraints, and contingencies. 

· Influencing Capabilities: Actions designed to assure the achievement of identified objectives in this area of functional responsibilities; accurate analysis of situations with appropriate related follow-up and supervisory approach responses; effective management of interpersonal behavior and/or conflict; demonstrated high level of adaptability required to effectively manage diverse, changing, and even competing task expectations. 

· Supervisory/Administrative Skills: Basic set of supervisory skills involved in the efficient administration of this function including directing, implementing, motivating/communicating, and evaluation the services it provides for the organization. 

· Planning Orientation: Demonstrated competency in operational planning processes; ability to understand, and commitment to integrate the contributions to be made through this function; assessing, allocating and supervising the use of resources (material, staff, capital) in a prudent and orderly manner; monitoring, measuring and taking corrective actions required to achieve targeted results.
EDUCATION

Bachelor's degree in Public or Business Administration, Urban Planning, Social Services, or related fields required.
EXPERIENCE

Eight years work experience in organized labor, urban planning, construction, housing management, personnel management or maintenance practices, including five years in a supervisory capacity.
LICENSES/CERTIFICATIONS

Certified Apartment Manager or Certified Apartment Portfolio Supervisor required and or must achieve certification within 1 year of date of hire. Texas Class “C” driver’s license at the time of placement and be insurable by the Housing Authority’s liability and fleet insurance carrier. 

PHYSICAL DEMANDS AND WORKING CONDITIONS

· Office and site environments.

· Hearing and speaking to exchange information and make presentations.

· Seeing to read a variety of materials.

· Dexterity of hands and fingers to operate a computer keyboard. 

· Walking during site visits.

· Contact with dissatisfied, rude, or abusive individuals.

ETHICS

As a public agency, SAHA is committed to maintaining the highest of ethical standards. Applicants selected for employment are expected to perform work responsibilities with the highest degree of integrity, professionalism and honesty, to merit the respect of our co-workers, clients, partners, vendors and the general public. Applicants selected for employment are also expected to serve the public with dedication, concern, courtesy and responsiveness.  
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