Position Description

Title:


Occupancy Compliance Officer-Section 8

Supervisor:
Director of Section 8

POSITION SUMMARY

Under the intermediate supervision of the Director of Section 8, the Occupancy Compliance Officer assists in ensuring the efficient operation of the Section 8 Rent Assistance Program through involvement with tenant/owner problem resolutions, terminations and transfers, investigation and referral of possible lease violations, and providing support to other Section 8 positions.
JOB DUTIES

Review cases involving lease and/or program policy violations.  Determine continued eligibility and serve as informal hearing officer when eligibility is contested.

Mediate, when appropriate, in the resolution of tenant/owner problems.

Review and authorize cases involving lease terminations and transfers; complete appropriate processing procedures.

Provide support to other Section 8 positions as requested (e.g. Housing Specialist and Program Eligibility Analyst).

Refer and process fraud cases.

Refer clients, as appropriate, to other human services agencies.

Prepare reports and other written material.

Perform other duties as assigned.

KNOWLEDGE, SKILLS AND ABILITIES

Considerable knowledge of Section 8 Existing regulations and policies.

Thorough knowledge of department practices and procedures.

Working knowledge of other related departments.

Considerable knowledge of human services resources.

Working knowledge of tenant rights and state statutes pertaining to rental laws.

Thorough knowledge of leasing documents.

Considerable ability to work with people from disadvantaged situations.

Considerable ability to be tactful, objective and non-judgmental.

Considerable ability to communicate orally and in writing.

Considerable ability to initiate work projects and to work independently.

Considerable ability to discuss and discern information.

Considerable ability to work under stress and to be flexible.

Thorough ability to respect privacy and confidentiality of client and owner interviews, information and files.

Considerable ability to be organized and manage time effectively.

Working ability to understand technical legal forms and documents.

Considerable skill in interviewing.

MINIMUM QUALIFICATIONS

Any combination of the following education and/or experience which totals four years:

Baccalaureate degree in housing or related field;

Experience in such fields as property management or human services.

A valid driver's license and access to reliable transportation
