Position Description








Title: 	Housing Inspector-Section 8


Supervisor:	Director of Housing Operations





DUTIES AND RESPONSIBILITIES





Performs documents and records initial, special or re-inspections of units for compliance with HQS.  Advises owners and residents of results and encourages them to maintain units properly.





Notifies owner and resident in writing if unit is in violation of HQS so deficiencies can be corrected within specified time. This notice is to be hand delivered at time to the landlord/owner at the time of inspection if appropriate. If not able to hand deliver, this notice will be mailed as soon as the inspector returns to the office.





Notifies appropriate Section 8 Housing Specialist in writing as to the outcome of inspections. If unit passes, the inspector will place completed HUD Form 52580 in the appropriate Housing Specialist box. If the unit fails, the inspector will place a copy of the Failure Notice and the failed HUD Form 52580 in the appropriate Housing Specialist box. 





Conducts rent reasonableness comparability analysis and recommend amount of initial contract rent and rent adjustments based on comparable unassisted housing.





Approves/disapproves amount of rent requested by owner within HUD guidelines.





Performs documents and logs resident-complaints.  Advises parties of results and ensures actions are taken to comply with HQS.





Recommends abatement, detainment and termination of housing assistance payment contracts.





Conducts periodic training sessions for residents and for owners.





Informs counselors and/or Director of Housing Operations of situations and/or conditions of resident’s compliance with housing assistance contract and Authority policies.





Logs mileage and inspection locations for vehicle.





Performs other duties as assigned.





QUALIFICATIONS AND KNOWLEDGE


High school graduate or GED.  Two years experience in residential and multi-family building maintenance, or an equivalent combination of experience and education.





Comprehensive knowledge of HUD HQS and inspection procedures, and Authority leased housing operating policies and procedures.





Good knowledge of basic arithmetic, business English and general office practices and procedures.





 Must Complete HUD Housing Quality Standard Training and Receive Certification.





Skill in using inspection test equipment or instruments.





Ability to establish and maintain effective working relationships with leased housing residents and landlords, and with other employees and business contacts.





Valid Texas drivers license.





SUPERVISION RECEIVED AND GIVEN


The employees in this job classification receive assignments and instructions from the Director of Housing Operations.  Work to be done is usually determined by existing procedures or may be specified by the supervisor.  The employee performs routine tasks with minimal or no supervision.  Situations not covered by instructions or procedures are usually referred to the supervisor for resolution.  The employee’s work is reviewed regularly for thoroughness, accuracy, and compliance with inspection requirements.





The employee has no supervisory responsibilities.





GUIDELINES


The employee performs routine duties by following housing inspection manuals and inspection checklists and leased housing manuals.  These guidelines cover most job-related decisions.  The employee consults the supervisor if guidelines do not cover a specific situation.  Independent judgment is occasionally required.





COMPLEXITY


Work performed by the employee is repetitive and mostly routine in nature.  Work to be performed is easily determined, but above average technical and communication skills are required to accomplish tasks.  The employee routinely plans, coordinates and performs the work.  The employee must be sensitive and objective in dealing with owner/resident interactions and resolving problems.





SCOPE AND EFFECT


The employee’s work affects a portion of the units in the Authority’s housing programs and the residents and owners.  Thorough effective and accurate inspections ensure that residents are provided housing that is decent, safe and sanitary, and that owners are adequately compensated.





PERSONAL CONTACTS


The employee’s contacts are primarily with housing owners and residents.  Such contacts require the ability to establish and maintain good working relationships on a long-term basis.  The purpose of such contacts is to provide information, guidance and assistance, in maintaining dwellings that are decent, safe and sanitary.





PHYSICAL DEMANDS


Work is performed both in-office and on-site, and involves physical exertion during the inspection of units and sites, including climbing stairs and ladders, walking across roofs, crawling into attics or basements, and examining plumbing, electrical, heating and air conditioning systems, facilities and equipment.





WORK ENVIRONMENT


Work involves the normal risks or discomforts associated with an office environment and visits to outdoor developments, sites, dwellings or facilities, confrontations with tenants and negotiations with housing owners, managers and agents.  Travel is required to sites and may involve adverse weather and road conditions.





CONFIDENTIALITY 


Work requires knowledge of confidential information that relates to the 				Housing Authority, landlords, owners and residents. The employee must maintain this information in strict confidence. This information should not be divulged to anyone other than persons who have the right to know, or are authorized to receive such information.


