Position Description

Title:


Program Compliance Specialist

Supervisor:
Housing Assistance Director

GENERAL STATEMENT OF DUTIES

Performs investigative work to alleviate and prevent abuse of the Public Housing and Section 8 programs.

DISTINGUISHING FEATURES OF THE CLASS

An employee in this class is responsible for performing investigative work to eliminate housing program abuse and fraud.  Work involves receiving complaints and conducting investigations or file audits where program abuse is suspected.  Responsibilities include developing strategies to prevent program abuse, developing systems for referrals of suspected abuse and developing procedures for investigation of suspected abuse and actions for disposition of confirmed abuse.  Considerable independent judgment and initiative are required in determining priorities, implementing systems, conducting quality control reviews, deciding which files merit further attention and determining which cases are "fraud" as opposed to "misunderstanding of regulations".  Courtesy, tact and firmness must be exercised in dealing with tenants, landlords and various organizations outside the Housing Authority.  Work is performed under the general supervision of the Housing Assistance Director and is reviewed periodically through conferences and random audit of processed cases.

ILLUSTRATIVE EXAMPLES OF WORK

Evaluates and recommends improvements in MHA's admissions policies and procedures to ensure that eligible applicants only are approved for admissions and/or continued occupancy to the Public Housing and Section 8 programs.

Develops and implements systems for detection of program abuse, including the implementation of thorough interview systems/techniques, admissions and recertification procedural improvements, and thorough and targeted quality control procedures.

Develops, through networking and coordination with other local public and private agencies, the MHA's fact finding capacity.

Establishes and maintains liaison with other agencies to facilitate detection and elimination of fraud and program abuse.

Maintains work files/investigative files; maintains system for referrals and tracking/reporting of investigative progress.

Conducts investigations; interviews applicants, tenants and owners as appropriate; recomputes over paid subsidy when income has been under reported or otherwise misrepresented.  Pursues the appropriate course of action in such cases and represents the MHA at meetings or informal hearings, and civil or criminal court proceedings.

Conducts a quality control review of Public Housing and Section 8 files.

Assists the Director of Housing Management with field work and fact gathering for Public Housing residents involved in suspected criminal activities.

Assists in the development of MHA staff's interview skills and develops an awareness of program abuse.

Performs related work as required.

KNOWLEDGE, SKILLS AND ABILITIES

Thorough knowledge of Public Housing and Section 8 eligibility requirements, HUD regulations and MHA policies.

Thorough knowledge of departmental practices and procedures.

Considerable knowledge of investigative techniques, practices and procedures.

General knowledge of the judicial system.

Ability to recognize, collect and evaluate evidence to support actions.

Ability to perform complicated arithmetic calculations accurately.

Ability to be tactful and diplomatic and to work with people from disadvantaged situations.

Ability to communicate effectively with applicants, community agencies, law enforcement agencies and judiciary personnel to obtain or present pertinent data.

 Ability to present information orally and in written form.

Ability to maintain privacy and confidentiality of all matters under investigation.

Ability to establish and maintain effective working relationships as necessitated by work assignments.

DESIRABLE EXPERIENCE AND TRAINING

Considerable investigatory experience with some experience in a housing program setting.  Graduation from a four year college or university with a degree in Business or Public Administration, Criminal Justice, Social Services or a related field; or an equivalent combination of experience and training.

SPECIAL REQUIREMENTS

Possession of a valid driver's license issued by the State of Texas and appropriate liability insurance. 
