[bookmark: _GoBack]











PART 1




PERSONNEL POLICY




 FOR




THE HOUSING AND REDEVELOPMENT AUTHORITY




OF CROSBY, MINNESOTA




                      TABLE OF CONTENTS

                                                            Page

   ARTICLE I     Basic Principles                         	3
                 Drug Prevention Policy                       	6
	              Sexual Harassment and Sexual Violence Policy 	7
	
	ARTICLE II    Organization and Position Classification     	9
	
	ARTICLE III   Selection of Applicants                      10
	
	ARTICLE IV    Types of Appointments                        11	
	
	ARTICLE V     Compensation                                 12
	
	ARTICLE VI    Working Hours and Pay Days                   13
	
	ARTICLE VII   Leave Regulations                            14
	
	ARTICLE VIII  Health, Safety, Hospitalization
	              and Retirement                               17
	
	ARTICLE IX    Grievances, Performance Rating and
	              Service Records                              18
	
	ARTICLE X     Travel                                       19
	
	ARTICLE XI    Changes of Employment Status and
	              Separations                                  20
	
	APPENDIX      Position Titles and Classifications
	
	              Executive Director                           23
	              Assistant Executive Director                 27
	              Maintenance Engineer                         29
	              Housekeeper                                  31
	              Laborer                                      33
	              Tenant Activities Coordinator                35
	              Head Tenant                                  36
	
	

	
	PERSONNEL POLICY OF THE

	HOUSING AND REDEVELOPMENT AUTHORITY OF CROSBY MINNESOTA

ARTICLE I

BASIC PRINCIPLES

A. General Statement.

   In the interest of promoting mutual understanding, efficiency of services, and good morale among the employees of the Housing and Redevelopment Authority of Crosby, Minnesota, the commissioners of the Authority hereby declare the item contained herein to be the personnel policy in force for all employees.

B. Authority to Effect Personnel Actions.

   (1.) Except as otherwise provided in this statement, the
   Authority, in exercise of its functions of management, shall
   have the right to decide the policies, methods, safety rules,
   directions of employees, assignment of work, and equipment to
   be used in the operation of the Authority's business.

   (2.) The Authority to hire, discharge, suspend, discipline,
   promote, demote, and transfer employees and release employees
   because of lack of work or for other proper and legitimate
   reasons shall be vested in the Executive Director and in such
   other officials as are formally designated by him, subject to
   such controls as are specified by resolution or motion of the
   Authority.

C. Merit System.
	
	The employment of personnel and all actions affecting employees shall be based solely on merit, ability and justification.

D. Equal Opportunity Statement.

   It is the policy of the Housing and Redevelopment Authority to
   provide equal opportunity in employment and personnel management for all persons and to provide access to, admission to and full utilization and benefit of training and promotional opportunities without discrimination because of race, color, creed, age, religion, national origin, sex, marital, political or union affiliation, public assistance status or rights within the Housing and Redevelopment Authority to the extent permitted by law.  To implement this policy, the Housing and Redevelopment Authority requires that any person making applications for, currently employed by, or applying for further vacancies in the employ of the Housing and Redevelopment Authority will be considered on the basis of individual ability and merit, without discrimination or favor.
 	
	Under section 504 of the Rehabilitation Act of 1973, Housing and Redevelopment Authorities are required to provide reasonable accommodation to qualified handicapped individuals.  However, reasonable accommodation does not require an undue financial burden on the Housing and Redevelopment Authority.
	
	Equal employment opportunity shall apply to all personnel actions including, but not limited to, recruitment, hiring, upgrading, promotion, demotion, transfer, layoff or termination. To make the policy generally known in the community, the Housing and Redevelopment Authority shall (in addition to the position requirements) insert in all employment announcements a consideration for employment without regard to race, color, creed, religion, sex, political or union affiliation, national origin, age, or handicap.
	
	It is the policy of the Housing and Redevelopment Authority not to use public funds to further any violations of state or federal equal employment law.  The Housing and Redevelopment Authority's' firm commitment to this policy shall be demonstrated through the affirmative action requirements of the contractors, sub‑contractors and vendors with whom the Housing and Redevelopment Authority does business.  These requirements are:
	
	a.  All bid specification, proposals and contracts shall require all contractors, sub‑contractors and vendors to submit a signed statement signifying that the contractor, sub‑contractor or vendor fully intends to comply with the standards of equal employment and anti‑discrimination as cited in the Civil Rights Act of 1964 as amended by the Equal Employment Opportunity Act.
	
   b.  If it is reported that a contractor is in violation of state or federal equal employment opportunity laws or has no affirmative action program or has not shown good faith in taking corrective steps or is not willing to comply and carry out the Housing and Redevelopment Authority's affirmative action requirements, the Executive Director may immediately issue a "letter of show cause" requesting the contractor, sub‑contractor or vendor to provide the Housing and Redevelopment Authority with information showing why the Housing and Redevelopment Authority should not terminate the contract.
	
E. Policy Governing Political Activity
  
	Prohibited activity according to Section 1502 (a) of Title 5, United States Code (The Hatch Act) prohibits a state or local employee whose employment is in connection with an activity which is financed in whole or part by loans or grants from the
	United States government from the following political activity.
	
	a.  Use of his/her official authority or influence for the purposes of interfering with or affecting the results of an election or nomination for office;
	
   b.  Directly or indirectly coercing or attempting to coerce, command or advise a state or local officer or employee to pay, lend, or contribute anything of value to a party, committee, organization, agency or person for political purpose; and,
	
   c.  Be a candidate for public elective office in a partisan election.
	
F. Bonuses and Presents.
	
	Project costs shall not include the costs of any bonus payments or Christmas presents or other presents to employees in cash.
	
G. Administration of Personnel Policy.

   The Executive Director shall make and enforce appropriate rules and regulations to carry into full effect the provisions, intent, and purpose of this personnel policy.
	
H. Pro-ration of Expenses. 
	
	Authority expenses for personnel‑related items shall be charged to individual programs or projects on the same basis as is used to distribute compensation from other programs unless another pro-ration formula approved by the HUD Field Office, would be more equitable.
	
I. Membership in Organizations.
	
	Project costs shall not include the costs of individual membership of officials or employees in any organization or the costs of membership in an organization any substantial part of whose activities involve the promotion of legislation.
	


	DRUG PREVENTION POLICY:
	
	It is necessary to recognize employee rights and the responsibilities of the employer regarding drugs and alcohol.  The purpose of this policy is to prevent and control alcohol and drug use in the Housing and Redevelopment Authority of Crosby, Minnesota, hereinafter referred to as The Authority, while providing guidance to personnel regarding the use of alcohol and other drugs.
	
	The Authority recognizes:
	
	1.  The employment related rights and concerns of employees who may have drug or alcohol problems as well as the rights of clients and the public at large to continue to receive quality services regardless of the employee's health condition.
	
	2.  Its obligation, as an employer, to provide a safe work environment for all employees, clients, and the public at large.
	
	3.  Professional and nonprofessional personnel shall avoid the use or abuse of illicit drugs and alcoholic beverages while in the Authority buildings.
	
	4.  Professional and nonprofessional personnel shall display responsible behavior regarding appropriate use of medications while in the Authority buildings.
	
	5.  Priority will be placed on negotiation of contract language that provides appropriate leaves of absence and health benefits for Authority employees who need alcoholism or drug abuse treatment or related services.
	
	AUTHORITY DRUG‑FREE WORKPLACE POLICY

No employee engaged in work in connection with a federal grant shall unlawfully manufacture, distribute, dispense, possess or use on or in the workplace any narcotic drug, hallucinogenic drug, amphetamine, barbiturate, marijuana or any other controlled substance, as defined in schedules I through V of Section 202 of the Controlled Substance Act (21 U.S.C. 812) and as further defined by regulation at 21 CRF 1300.11 through 1300.15.

"Workplace" is defined to mean the site for the performance of work done in connection with a federal grant.  That includes any Authority buildings or other premises off Authority property during any Authority sponsored or Authority approved activity, event or function.

As a condition of employment in any federal grant, each employee who is engaged in the performance of a federal grant, shall notify the Executive Director of his or her conviction for a violation of any criminal drug statute occurring in the workplace as defined above, no later than five (5) days after such conviction.

As a condition of employment in any federal grant, each employee who is engaged in the performance of a federal grant shall abide by the terms of the Authority policy respecting a drug‑free workplace.

An employee who violates the terms of this policy shall be non‑renewed, or his or her employment may be suspended or terminated, at the discretion of the Board of Commissioners.

Sanctions against an employee, including non‑renewal, suspension and termination, shall be in accordance with prescribed Authority administrative regulations and procedures.

	NOTICE TO AUTHORITY EMPLOYEES ENGAGED IN WORK ON FEDERAL GRANTS

YOU ARE HEREBY NOTIFIED that it is a violation of the policy of the Authority, for any employee to unlawfully manufacture, distribute, dispense, possess or use on or in the workplace any narcotic drug, hallucinogenic drug, amphetamine, barbiturate, marijuana or any other controlled substance, as defined in schedules I through V of Section 202 of the Controlled Substance Act (21 U.S.C. 812) and as further defined by regulation at 21 CRF 1300.11 through 1300.15.

"Workplace" is defined to mean the site for the performance of work done in connection with a federal grant.  That includes any Authority buildings or other premises off Authority property during any Authority sponsored or Authority approved activity, event or function.
	
YOU ARE FURTHER NOTIFIED that it is a condition of your continued employment on any federal grant that you will comply with the above Authority policy and will notify the Executive Director of your conviction of any criminal drug statute for a violation occurring in the workplace, no later than five (5) days after such conviction.

Any employee who violates the terms of the Housing and Redevelopment Authority's drug‑free workplace policy shall satisfactorily participate in a drug abuse assistance or rehabilitation program approved by the Authority.  If the employee fails to satisfactorily participate in such a program, the employee shall be non‑renewed or his or her employment may be suspended of terminated, at the discretion of the board.
	
	SEXUAL HARASSMENT AND SEXUAL VIOLENCE POLICY

I.  GENERAL STATEMENT OF POLICY

   Sexual harassment is a form of sex discrimination that violates Section 703 of Title VII of the Civil Rights Act of 1964, as amended 42 U.S.C. 2000e, ET. Seq., and Minnesota Statutes 363.01‑.14, the Minnesota Human Rights Act.  Sexual violence is a physical act of aggression that includes a sexual act or sexual purpose.
	
	It is the policy of the Housing and Redevelopment Authority of Crosby, Minnesota, herein after referred to as The Authority, to maintain a working environment that is free from sexual harassment and sexual violence.  The Authority prohibits any form of sexual harassment and sexual violence.
	
	It shall be a violation of this policy for any employee of the Authority to harass or to be sexually violent to an employee through conduct or communication of a sexual nature as defined by this policy.
	
	The Authority will act to investigate all complaints, either formal of informal, verbal or written, of sexual harassment and to discipline any employee who sexually harasses or is sexually violent to an employee of the Authority.

II. SEXUAL HARASSMENT AND SEXUAL VIOLENCE DEFINED
	
	A.  Sexual harassment consists of unwelcome sexual advances, request for sexual favors, sexually motivated physical conduct or communication of a sexual nature, and:
	
	1.  Submission to that conduct or communication is made a term or condition, either explicitly or otherwise, of obtaining or retaining employment;
	
	2.  Submission to or rejection of that conduct or communication by an individual is used as a favor in decisions affecting that individual's employment; or
	
	3.  That conduct or communication has the purpose or effect of substantially or unreasonably interfering with an individual's employment, or creating an intimidating, hostile or offensive employment environment.
	
	Any sexual harassment, as defined, when perpetrated on any employee by another employee, will be treated as sexual harassment under this policy.
	
B.  Sexual harassment may include but is not limited to:

   1.  verbal harassment or abuse;
	2.  subtle pressure for sexual activity;
	3.  inappropriate patting or pinching;
	4.  intentional brushing against an employee's body;
	5.  demanding sexual favors accompanied by implied or overt threats concerning an individual's employment status;
	6.  demanding sexual favors accompanied by implied or overt threats promises of preferential treatment with regard to an individual's employment status; or
	7.  any sexual motivated unwelcome touching.
	8.  Sexual violence which is a physical act of aggression that includes a sexual act or sexual purpose.
	
III.  REPORTING PROCEDURES:

    Any person who believes he or she has been the victim of sexual harassment by an employee of the Authority, or any third person with knowledge or belief of conduct which may constitute sexual harassment or sexual violence should report the alleged acts immediately to the Authority Executive Director as designated by this policy.  The Authority encourages the reporting party or complainant to use the report form available from the Executive Director.
	
	  HUMAN RIGHTS OFFICER
	
	The Board of Commissioners hereby designates the Executive Director as the Authority's Human Rights Officer to receive reports or complaints of sexual harassment or sexual violence from any individual, employee or victim of sexual harassment of sexual violence.  If the complaint involves the Human Rights Officer, the complaint shall be filed directly with the Chairman of the Board of Commissioners.  The Authority shall conspicuously post the name of the Human Rights Officer, including a mailing address and telephone number.

ARTICLE II 

ORGANIZATION AND POSITION CLASSIFICATION 

a. Organization Plan. All positions shall be established in accordance with an organizational plan that shall clearly set forth areas of responsibility and lines of authority.  The organizational plan consisting of an organizational chart showing each position and title and a list of positions shall be maintained.  Every employee shall be given the authority necessary to perform his/her assigned duties.
	
b. Establishment of Categories. All positions shall be
	grouped into:
	
	(1.) Category A ‑ Executive Director
	
	(2.) Category B ‑ Assistant Executive Director
	
	(3.) Category C ‑ Office Assistant
	
	(4.) Category D ‑ Maintenance Engineer
	                  Housekeeper
	                  Laborer
	
	(5.) Category E ‑ Head Tenant
	                  Tenant Activity Coordinator
  
	Each category shall include those positions sufficiently alike to justify common treatment in selection, compensation and other personnel processes.
 	
c. Position Titles. A description title shall be assigned to each position.  This title shall serve also as the title of each position allocated to that class and of the incumbent of each such position.
	
d. Position Description. A composite statement of the duties,
   responsibilities and entrance qualifications standards of each
   position shall be set forth in writing.  Each employee shall be    given a copy of his/her job description.

ARTICLE III 

A. Selection of Applicants. All persons desiring employment shall
   file a resume at the Housing and Redevelopment Authority office setting forth their qualifications, experience and references.  If the Housing and Redevelopment Authority uses an employment application, the form will include job related questions only.
	
	The Executive Director and Commissioners will interview applications meeting the minimum qualifications for employment. A predetermined list of interview questions to include job-related questions only will be asked of each interviewee.
	
	The selection of the most qualified applicant shall be made with the approval of the Executive Director and Commissioners.
	The Housing and Redevelopment Authority shall notify all applicants of the fact of non‑selection for employment.
	
	In hiring spouses or relatives of Housing and Redevelopment Authority board members or staff, Housing and redevelopment Authority's must comply with all applicable State and local laws governing conflict of interest or nepotism.  Where a contract for services is utilized in lieu of employment, spouses and relatives of Housing and Redevelopment Authority board Members or staff who resides in the same household are subject to the same prohibitions under Section 515 or the ACC as the Board member or employee.
	
B. Job Descriptions.  A job description shall be established for
   each position (See Appendix 1) and shall be reviewed by the Housing and Redevelopment Authority Board of Commissioners prior to authorization to establish the position.  Each position description shall include the following components: title, department, salary level, status, job duties, knowledge, skills and minimum qualifications.
	
	Prior to posting, the description and qualifications for each position will be closely examined to determine the extent that the existing descriptions and qualifications present artificial barriers to employment in the position.  Posted qualifications will be the minimum required for satisfactory performance in the position.
	
 C. Recruitment of Applications. The Minnesota Department of Job
   Services and the Minnesota Concentrated Employment Program shall be notified in writing of all job vacancies.  The Notification shall include a job description, closing date, and copy of application form (if used).
	
	Notification of job opening and employment ads shall at least be placed in the Crosby‑Ironton Courier.
	
	All employment notices and/or ads shall display the words "An Equal Opportunity Employer: and/or "An Affirmative Action
	Employer”.
	
D. Employment of Commissioners.

   The employment of a Housing and Redevelopment Authority Commissioner during his tenure or for one year thereafter in a salaried position within the Housing and Redevelopment Authority constitutes a conflict of interest under Section 515 of the ACC. A HUD waiver of the ACC requirement would be required from the HUD Field Office to authorize an exception to this requirement. Before granting such a waiver, the Field Office must insure that approval of such a waiver is clearly in the best interest of the Housing and Redevelopment Authority and that the following criteria is included in consideration for granting a waiver:
	
	    a.  Availability of other candidates.
	
	    b.  Qualifications of other candidates as well as
	        the qualifications of the Commissioner.
	
ARTICLE IV

TYPES OF APPOINTMENTS 

a. Permanent Appointments. Permanent appointments shall be made only from among applicants who meet the minimum qualification requirements for positions previously established by the Authority.  Each permanent employee shall be required to serve a probationary period of six months.
	
	(1.) The employee shall be notified at the time of the appointment that for six months he or she is on a probationary basis, and that at the end of that time, will be made a permanent employee or will be dismissed if his or her services have not been satisfactory.
	
    (2.) All probationary employees will be paid on an annual salary basis with pay for approved holidays.  Accrued sick leave may be used during the probationary period. Vacation leave shall not be accrued during the probationary period.  However, if the status of such employee is converted to a permanent appointment, vacation leave shall be computed from the first day of employment with the Authority. 	

    (3.) Appointment on a part‑time basis to permanent positions will earn vacation, sick leave, and holidays in the proportion that hours worked is to a full‑time position.
	
b. Temporary Appointments. Temporary appointments may be made.    Appointees to temporary positions will be paid an hourly wage for actual hours worked and no additional benefits will be paid or earned.
	
	(1.) Temporary positions that become permanent positions shall earn benefits specified in this policy from the date of commencement of the permanent appointment.
	
   (2.) Appointment on a part‑time basis may be made to temporary positions and such appointees will not earn benefits specified in this policy.
	
c. Appointment of Tenants As Public Housing Agency Commissioners.
	
	Section 2 of the United States Housing Act of 1937, as amended, states that "no person should be barred from serving on the board of directors or similar governing body of a local Public Housing Agency because of his tenancy in a low income housing project". Such participation shall not be construed to constitute a conflict of interest, provided such Tenant‑Commissioner shall not act upon any issue dealing with
	his/her personal circumstance of occupancy.

ARTICLE V

COMPENSATION 

	ADMINISTRATIVE EMPLOYEES 

a. Rates. Rates of compensation for administrative employees shall be based on rates paid for comparable work in the locality.
	
b. Salary Range. A salary shall be assigned to each position class, and the rate of compensation for each employee shall be the rate established for the class to which the position has been allocated.
	
c. Periodic Pay Increase. Administrative employees whose services are satisfactory shall be eligible to receive annual cost of living increases and scheduled longevity pay increases.  These pay increases will be contingent upon annual budget.
	
d. Part‑time Rates. Rates of compensation for employees who are hired on a part‑time basis will be determined in accordance with the prevailing wages in like positions within the community.
	
e. Board Member Compensation. Allowable Public Housing costs  shall not include compensation for the services of members of the Housing and Redevelopment Authority's Board of Commissioners, unless required under State law and approved by HUD.
	
		MAINTENANCE EMPLOYEES 
	
a. Rates. Rates of compensation including fringe benefits for maintenance employees shall be based on rates paid for comparable work in the locality as determined by the Maintenance Wage Rate Determination as set forth by the U.S.
	Department of Housing and Urban Department.
	
b. Wage and Rates. A wage rate shall be assigned to each position and the rate of compensation for each employee shall be within the rate established for that position.
	
c. Periodic Pay Increase. Maintenance employees whose services 	are satisfactory will be eligible to receive periodic pay increases based upon an annual survey conducted by the Housing Authority of like positions within the community and set forth in the Wage Rate Determination by the U.S. Department of Housing and Urban Development. Scheduled longevity pay increases shall be in addition to Wage Rate Determinations.
	
d. Part‑time Rates. Rates of compensation for employees who are hired on a part‑time basis will also be based upon the Maintenance Wage Rates Determination.
	
		ALL EMPLOYEES
	
	All employees shall be eligible for longevity pay increases on their anniversary date of employment according to the following schedule:
	
	After  5 years   1.5% added to current salary;
   After 10 years     4% added to current salary;
   After 15 years     5% added to current salary;
   After 20 years     6% added to current salary;
   After 25 years     7% added to current salary.

   Current salary is present base salary plus any accrued
   longevity and cost of living increases.

ARTICLE VI

WORKING HOURS AND PAY DAYS. 

a. Regular Work Week. The regular workweek shall consist of:
   Category A: Work as responsibilities require.
	
	Category B: Work hours as set forth and approved by the Executive Director.
	
	Category C: Work hours as set forth and approved by the Executive Director.
	
   Category D: Work hours as set forth and approved by the Executive Director.

   Category E: Work hours as set forth and approved by the
   Executive Director

b. Overtime. Overtime will be avoided as much as possible, but
   may be required.  Overtime will require the verbal approval of the Executive Director.  The employee will not be granted compensatory time off but will be paid at the rate of 1 1/2 times the normal rate of pay. (see breakdown below)
	
	Category A: Shall not be paid for overtime but shall earn
	compensatory time.
	
	Category B: Compensated for time or paid.
	
	Category C: Paid for authorized overtime.
	
	Category D: Paid for authorized overtime.
	
	Category E: Paid for authorized overtime.

c. Call‑outs.

   All employees with the exception of Head Tenants who are called to work on Holidays, Sundays or any unscheduled day shall be paid the applicable rate of pay for such day for the work performed but in no case shall they receive less that four (4) hours call‑out time pay. Head Tenants who are called out shall receive no less that one (1) hour pay for call‑outs.

   Pay Days.

Employees covered by this Statement of Policy shall be paid by means of a Housing and Redevelopment Authority check or direct deposit of the same amount on the last workday prior to the 15th and the last workday of the month.
	
ARTICLE VII 

LEAVE REGULATION

a. Holidays. The following holidays with pay shall be observed.

New Year's Day                    Columbus Day
Martin Luther King Day            Veteran's Day
President's Day                   Thanksgiving Day
Memorial Day                      Christmas Eve Day 12:00 on
Independence Day                  Christmas Day
Labor Day                         New Year's Eve Day   12:00 on

When any of these holidays fall on a Saturday, the preceding day shall be a holiday.  When one of the above falls on a Sunday, the following day shall be a holiday, unless practice dictates otherwise.
	
b. Vacation Leave.

   (1.) Vacation leave with pay shall be earned from the Anniversary Date of Employment according to the following schedule:
	
	10 days vacation after  1 year
	15 days vacation after  6 years
	20 days vacation after 11 years
	
	An additional day will be added per year after 16 years to a maximum of thirty (30) days after 25 years.
	
   (2.) Annual leave not taken by employees may be accumulated 	not to exceed 18 working days in addition to that accrued in the current personal year.
	
   (3.) Employees, generally, shall be encouraged to take annual vacations to the extent of the amount of earned annual leave.
	
   (4.) An employee who is permanently separated shall be paid 	in a lump sum for any accumulated annual leave at his current rate of pay, except where his dismissal is due to malfeasance.  Separation for purposes of this sub‑paragraph shall include entering military service under the conditions set forth in paragraph 10f below.
	
   (5.) In no event shall an employee be paid for annual leave 	not taken, except as provided in paragraph 10b (4) above.

         1.  When a holiday or holidays shall occur during an employee's vacation, he/she shall have an additional day or days to compensate for it.
	
         2.  Vacation leave credit may not be granted until it is actually earned.
	
         3.  Leave shall be granted only after a request for approval to the Executive Director or his/her designated representative has been received and reviewed.
	
c.  Sick Leave.

    Sick leave shall be charged only for such days as an employee would otherwise have been at his/her employment.  It may be used in any of the following cases:
	
	(1.) When the employee is incapacitated for the performance of official duties by sickness, injury, pregnancy, or confinement or when the employee's child is sick or injured.
	
    (2.) For medical, dental, or optical examination or treatment for employee only.

    (3.) Sick leave allowance for death in the immediate family shall not exceed three (3) days for any distance less than 250 miles and five  (5) days for anyone who has to travel more than 250 miles to a funeral.
	
	Immediate family shall be defined as follows: Father, Mother, Brother, Sister, Wife, Husband, Daughter, Son, Mother‑in‑Law, Father‑in‑Law, Brother‑in‑Law, Sister‑in‑Law, and Grandparents.
	
    (4.) Sick leave with pay shall be earned by all permanent employees at the rate of one working day’s amount of hours for each calendar month worked and may be accrued without limit.
	
    (5.) Misuse of sick leave shall be just cause for disciplinary action and/or discharge.
	
    (6.) All claims for pay for absences, including sick leave, must by reported to the employer.
	
    (7.) Upon retirement or termination of employment with the Authority, the employee shall be paid an amount equal to fifty percent (50%) of their accumulated sick leave.
	
    (8.) Under certain circumstances, as determined by the Executive Director, a deserving employee may be advanced sick leave not to exceed fifteen (15) working days.
	
    (9.) Absence in excess of three consecutive workdays because of illness must be substantiated either by the attending physician or signed statement by the employee, as may be required by the Executive Director.
	
   (10.) The reporting of sickness by the employee:
	
	a.  If an employee is unable to report to work because of illness and has not made satisfactory arrangements previously, the employee or member of his/her family must notify his/her Supervisor by telephone within an hour of starting time.  Failure to so notify will result in his/her Supervisor reporting his/her time without pay.
	
    b.  If an employee stays away from work and does not telephone his/her Supervisor within the specified hours, such absence may be considered an unexcused absence and the employee may forfeit pay for all the time which he/she was absent from work.
 	
d.  Leave Without Pay.
	
	Leave without pay, not to exceed two months, may where necessary, be granted by written authorization of the Executive Director.  An employee shall earn no vacation leave and sick leave while on leave without pay.
	
e.  Court Leaves.
	
	Permanent employees must be authorized to be absent from duty with pay when summoned for jury duty or when served, other than being litigant in the case, with subpoena to appear before court.
	
f.  Administration Leave.
	
	Administration leave with pay may be taken for the purpose of attendance at professional meetings or comparable activities.  Such meetings must be related to the work of the Authority and are expected to contribute material to the background and understanding of the Authority staff.  Any travel expense incurred during such leave is to be borne by the employer within the limits of the travel policy of this Authority.

g.  Military Leave.
	
	An employee who leaves his position to enter military service in time of war or any period of national emergency as declared by the President in connection with national defense or by reason of being drafted, shall be carried on the rolls in a military leave status.
	
	Upon his honorable discharge from military service, he shall be entitled to be restored to his same position or to a position equally acceptable to him for which he is qualified, provided he applies for reemployment within 90 days after discharge or before the expiration of any statutory right of reemployment, if later.
	
	Military leave of absence with pay, in accordance with the number of calendar days each calendar year permitted by existing State and Federal law, will be granted to permanent employee who are reservists of the Armed Forces or members of the National Guard engaged in active duty, training, or military aid to enforce the law.
	
h.  Absence Without Authorization
	
	(1.) Absence without prior authorization or approval of absence away from the work place during regular working hours may be considered sufficient cause for suspension or dismissal of the employee at the discretion of the Executive Director
	
   (2.) If an employee is absent without prior authorization, deduction shall be made from his/her pay for the period of absence.

ARTICLE VIII 

HEALTH, SAFETY, HOSPITALIZATION, UNEMPLOYMENT COMPENSATION & RETIREMENT 

1.  Health Insurance.

   Permanent, full time employees and part time employees over 20 hours per week shall have the option of participating in the Housing and Redevelopment Authority Health Insurance Plan.  The Housing and Redevelopment Authority shall provide a basic policy, supplemented with a major medical plan.  Family coverage is available.
	
2.  Life and Income Protection.                  (revised 9/94)
	
	All participants in the Authority's retirement plan shall receive life insurance in the amount of one and one half times their annualized salary.  This coverage shall begin after the expiration of the two-month waiting period required to be covered by the retirement plan.
	
3 . Retirement                                   (revised 9/94)

   All permanent employees are eligible to participate in the retirement plan.  Participation is optional for employees as of the effective date of the retirement plan, but participation by any person hired after that date shall be a condition of employment.  Participants in the retirement plan shall have 6% of their gross pay withheld from their paycheck.  The Authority will contribute 8.0% of the employee's gross pay to the retirement plan and 0.5% of the employee's gross pay to cover life insurance.  New employees will have a waiting period of two months before the retirement plan and life insurance covers them.
	           
ARTICLE IX
 
GRIEVANCES, PERFORMANCE RATINGS AND SERVICE RECORDS 
 
Grievance Procedure

The following grievance procedure is available to any employee who has an employment related complaint and/or feels that his
Affirmative Action rights have been violated.

1. The aggrieved person must present a written complaint or grievance report form (Appendix 2) to the Executive Director within thirty (30) days of the occurrence of the act, event or omission constituting the alleged grievance, If the employee fails to comply with this section, he or she waive their grievance rights under this section.
	
 	
2. Upon receipt of the said complaint, the Executive Director shall set a hearing date, within five (5) working days if a hearing before the Director is requested by the aggrieved person.  A written record shall be kept of all proceedings and the Director shall respond in writing within five (5) working days setting forth his/her proposed remedy and the reasons
	therefore.
	
3. Should the aggrieved person waive his/her rights to a hearing, the Executive Director shall respond to the grievance in writing within five (5) working days setting forth his/her denial of a remedy and the reasons therefore.
	
4. The employee shall have the right to appeal to the Housing and Redevelopment Authority Board of Commissioners the decision made at the hearing or written response to the complaint within ten (10) working days of such decision.  The Board shall limit its scope of review to the written records of the grievance and may revise the decision only upon a finding that this decision was arbitrary and capricious.  Failure to appeal within a ten- (10) day period shall constitute a waiver of the right to appeal.
	
Service Record.

   A service record shall be maintained for every employee and shall contain all information pertinent to his/her employment.

ARTICLE X

TRAVEL

Employees or Commissioners of the local agency may perform official travel upon authorization by the Board.  Each trip to a destination outside of the jurisdiction of the local agency (except to the Regional or Area Office and to nearby communities to carry out normal operating functions) shall specifically have prior authorization by motion of the Board approving the trip as essential to the conduct of its programs.  Local agency attendance at conferences, conventions, and meetings shall be limited to the number of persons necessary to cover the meeting adequately.

OUT OF TOWN TRAVEL

a. Hotel/Motel Expense. 
	
	Commissioners and employees attending a conference, meeting, or training session conducted at a hotel or motel are expected to stay at that hotel or motel or its equivalent within the community of the meeting.  Commissioners and employees shall be paid for actual hotel/motel expenses incurred while in an official travel status.  Receipts for lodging and food are required for reimbursement unless other substantiation of the expenditure is furnished and approved.
 
b. Transportation.

   The method of travel used shall be determined on the basis of convenience and minimum expense to the Authority considering the time the meeting or conference is in relation to air‑travel schedules.  When the use of a personal car is desired, the total cost of the Authority shall not exceed the cost of air travel for the Commissioner or employee. Reimbursement rates for use of a personal car are set forth in a subsequent paragraph.

   Taxi and limousine service charges should be stated separately
   and considered a part of transportation.  Receipts for air,
   rail, rent‑a‑car, etc., are required for reimbursement unless
   other substantiation of the expenditure is furnished and
   approved.

c. Reimbursement.
	
	Reimbursement for use of a privately owned automobile for authorized out‑of‑town travel shall be limited to the cost of common carrier service permitted herein.  Where it has been determined and recorded as Board action that travel by private car is more advantageous to the local agency than travel by common carrier, reimbursement shall be made at the current standard mileage rate established by the IRS (but in no event shall such mileage allowance exceed common carrier cost).  This determination is not required in connection with reimbursement for trips to nearby communities to carry out normal operating functions.  Whenever automobile travel is involved, signed records of car expenditures and mileage, or mileage only in the case of a privately owned automobile, shall be submitted and approved before payment.  If two or more persons travel in the same automobile, only one of these persons shall be reimbursed for mileage or for car expenditures.
	
d. Miscellaneous Costs.
	
	Registration for conferences or for the enrollment cost for training should be separately stated and will be reimbursed.  Other out‑of‑pocket expenses such as tips, shall be listed and, in no event, shall exceed fifteen (15) percent of the total of all other expenses.
	

ARTICLE OF XI

CHANGES OF EMPLOYMENT STATUS AND SEPARATIONS

a. Promotions.
	
	Vacated and newly established positions shall be filled to the fullest extent consistent with efficient operations by the promotion of employees who are qualified for the new position.  Such promotions shall be subject to six months probation in the new positions.  For such employees, sick leave and vacation leave shall continue to accrue and may be used during the probationary period in the new position.

b. Demotions. 
	
	An employee shall be subject to demotion under the following conditions:
	
	(1) If he/she has been found unsuited for his/her present position but may be expected to give satisfactory service in a lower‑paying position, or
	
   (2) If his/her position has been either abolished or reallocated to a lower paying class and he/she cannot be transferred to a position of equal pay for which he/she is qualified.
	
c. Transfers. 
	
	Employees shall be transferred within the organization as far as practical to vacated positions where their highest skills may be utilized.
	
	(1) When transfers of personnel are necessitated by organizational changes, every effort shall be made to avoid reduction in pay of the affected employees.
	
	(2) In making transfers within the organization, due consideration shall be given to the desires of the employees involved.
	
d. Suspensions.
	
	Any employee may be suspended by the Executive Director from duty without pay for a period not‑to‑exceed thirty (30) days for disciplinary reasons or pending the investigation of charges, which, if substantiated, will result in dismissal, provided that, if such investigation does not substantiate the charges and the employee is retained he/she shall be paid for the period of suspension.

e. Resignations.
	
	An employee who desires to terminate his/her employment shall submit to the Executive Director a written resignation at least two weeks in advance.  Failure to give required notice is grounds for forfeiture of authorized annual leave and sick pay balances.
	
f. Seniority.
	
	Employment, promotion, demotion and termination shall be on the basis of merit and efficiency.  Where these factors are considered equal between employees of the Authority, the action shall be based on seniority.

g. Dismissals.
	
	An employee who gives unsatisfactory performance for minor rule infractions, or is incompetent, or inefficient in the performance of employment related duties may be dismissed for the above within a six (6) month period following a written warning if the employee fails to correct the deficiency.
	
	An employee is subject to immediate dismissal for any of the following reasons:
	
	a. Use of alcohol or other non‑prescribed drugs or prohibited substances while on duty.
	
	b. Willful misconduct other than minor rule infraction.
	
	c. Insubordination.
	
	d. Carelessness and negligence in the handling or control of Housing and Redevelopment Authority property or the appropriation of Housing and Redevelopment Authority property or funds for his/her own use without adequate payment.
	
	e. Acceptance of a gift under circumstances from which it could be inferred that the giver excepted or hoped for preferential or favored treatment in an official or department matter.
	
   f. Absences from duty without just cause for three or more days.
	
   g. Proven dishonesty in performance of duties.
	
   h. Prohibited political activity.

   i. A willful violation of the Minnesota Government Data Practices Act.
	
Written notice shall be given the employee setting forth the reasons for the dismissal.  No employee shall be dismissed from employment without just cause.


                           APPENDIX I



POSITION TITLE:         Executive Director

REPORTS TO:             Housing Authority Commissioners

SUPERVISES:             Assistant Executive Director
                        Maintenance Engineer
                        Housekeepers
                        Laborers
                        Tenant Activity Coordinator
                        Head Tenants
                        Contracts

PERFORMANCE RESPONSIBILITIES:

Financial and Budgeting

 1. Manage the financial affairs of the Authority, including the handling of all funds, accounting procedures and reporting and long range planning.
	
 2. Develop all budgets and administer budget control procedures.
	
 3. Prepare monthly financial, occupancy and operations reports for the Housing Authority commissioners;
	
 4. Prepare reports to the Department of Housing and 	 Redevelopment Authority.
	
 5. Compile all accounting material, records, and invoices for preparation of accounting reports.
	
 6. Review and reconcile all computer accounting reports.

 7. Act as payroll officer and co‑sign all payroll checks.
	
 8. Reconcile all bank accounts and statements maintained by the 	 Housing and Redevelopment Authority.
	
 9. Be responsible for investment of Housing and Redevelopment Authority funds in HUD approved investment securities to insure maximum return on short term and long term basis.
	
10. Solicit proposals for the annual Independent Public Audit of programs and act as an advisor to the Auditor on program materials and Authority procedures and policies.
	
11. Review six months and year-end financial reports to be submitted to the Department of Housing and Urban Development and the State of Minnesota.

12. Prepare expenditure report each month for the Housing and Redevelopment Authority commissioners’ review and approval.
 	
13. Maintain records for the Housing and Redevelopment Authority as required by State and Federal guidelines.
	
QUALIFICATIONS:

 1. College Degree in fields of business or government or equivalent experience.
	
 2. Ability to obtain a Public Housing Manager Certificate.
	
 3. A minimum of 4 Years supervisory experience of staff in an agency that administers housing programs.
	
 4. Ability to deal with various applicants‑elderly, handicapped and low‑income.
	
 5. Ability to maintain good public relations.
	
 6. Knowledge of budgets, accounting and government procedures.
	
 7. Ability to supervise and direct personnel.
	
COMMUNITY

 1. Serve as the principal contact person for the Housing and Redevelopment Authority.
	
 2. Maintain good public relations among the various city and county officials, various social groups, executives of local industries, the press, and other groups that may be helpful in promoting the needs of elderly and low‑income persons.
	
 3. Serve as an analyst of community needs, planning for housing and elderly programs.
	
 4. Act as a liaison between programs available and specific needs of individuals.
	
 5. Act as a referral service for the community and county.
	
 6. Serve on related board and commissions.
	
ADMINISTRATION

 1. Develop all program policies within United States Department of Housing and Urban Development regulations and guidelines.
	
 2. Administer all policies.
	
 3. Administer all programs under the Housing and Redevelopment Authority's jurisdiction.
	
 4. Carry out all contractual agreements for the Housing and Redevelopment Authority.
	
  5. Act as ex‑officio secretary to the Board of Commissioners.
	
 6. Determine office equipment needs.
	
 7. Analyze office procedures and streamline procedures to assure efficiency.
	
 8. Develop forms and applications for various programs.
	
PERSONNEL

 1. Be responsible for the supervision and employment of all personnel, including the development of job descriptions, and performance levels.  Advertise for positions and interview personnel. Handle grievances, take disciplinary action, and handle the separation of unsatisfactory personnel.
	
 2. Provide training and direction for all positions.
	
 3. Evaluate performance level of employees for salary recommendations.
	
 4. Review and certify all employee time records, vacation, sick leave and expense reports.
	
INSURANCE PROGRAM

 1. Develop bid specifications, review bids for fire, liability, workmen's compensation, health insurance and pension programs.
	
 2. Assure proper insurance coverage and limits, and maintain accurate insurance records.
	
BUILDING MAINTENANCE

 1. Supervise the maintenance of building, equipment and grounds of the Housing Authority.
	
 2. Develop work schedules and task schedules on a daily, weekly, monthly and year-end basis.
	
 3. Coordinate the hiring of and supervision of relief and temporary personnel.
	
 4. Coordinate repairs and work schedules.
	
 5. Have a working knowledge of mechanical systems and be able to operate them in the absence of the Maintenance Engineer or in emergency situations.
	
 6. Determine need for major repairs and replacement.
	
 7. Have a working knowledge of construction processes and methods.
	
  8. Develop a modernization program for major repairs, replacement and/or new additions.
	
	a. Prepare budgets and requests for funds.
	b. Determine work item costs.
	c. Select and recommend approval of architect and contractors to the Board of Commissioners.
   d. Inspect work in process.
   e. Insure compliance control so work meets Bacon‑Davis and other requirements.
	f. Close out construction accounts.
   g. Review all components with Board of Commissioners and architect prior to closing out project.
	
PURCHASING

 1. Develop and administer a program for purchasing supplies and equipment within procurement policy established by Board.
	
 2. Determine quantity and quality of supplies purchased.
	
 3. Study price trends and market conditions and keep informed of sources of supplies and new product developments.
	
 4. Purchase by competitive bidding, informal quotations and negotiation, items of supply and equipment necessary for the operation of the Housing and Redevelopment Authority.
	
 5. Prepare all bidding documents, including notice to bidders, instruction to bidders, specifications and forms of proposal. (Utilizing Architectural services when applicable)

 6. Review all vouchers authorizing the expenditures of moneys.
	
 7. Monitor all purchase requisitions to determine correctness 	of information, price extensions, coding information etc.
	
 8. Maintain current annual inventory of all property.
	

POSITION TITLE 
	
	ASSISTANT EXECUTIVE DIRECTOR 
	
	REPORTS TO:             Executive Director
	
	SUPERVISES:             Maintenance Engineer
	                        Housekeepers
	                        Laborers
	                        Tenant Activity Coordinator
	                        Head Tenants
	
	POSITION SUMMARY 
	
	Under the immediate supervision of the Executive Director, the Assistant Executive Director assists in ensuring the efficient operation of the Housing Authority programs. The Assistant will assist by interviewing clients, determining eligibility, completing client briefings and lease eligibility, maintain office records, lease‑ups and other functions related to the operation of the facility at which they are located.
	
	JOB DUTIES
	
	‑Provide applications for prospective tenants.
	‑Verify applicant information and determine eligibility.
	‑Conduct annual and interim rent recertifications.
	‑Conduct briefing with applicants.
	‑Prepare leasing documents.
	‑Collect rents, balance and deposit daily.
	‑Establish and maintain contact with other Human Service
	 Agencies, inform and refer clients where appropriate.
	‑Assist in maintaining inventory for respective projects.
	‑Assist in maintaining rental accounts.
	‑Maintain payroll records and co‑sign payroll checks.
	‑Assist in keeping repair records and taking work orders.
	‑Conduct move‑in inspections with tenants and assist in move‑out inspections with Executive Director.
	‑Assist Executive Director with annual inspections and provide
	 tenant notification.
	‑Handle request for use of community spaces of the buildings.
	‑Report all complaints and suggestions to the Executive Director.
	‑Assist in supervision of maintenance staff on routine basis.
	‑Maintain petty cash accounts.
	‑Provide completed CRP forms for tenants.
	‑Perform other duties as assigned.
	‑Supervise other staff in, Green Thumb, Community Service or
	 delegate authority to maintenance staff if appropriate.

	KNOWLEDGE, SKILLS, AND ABILITIES
	
	‑Working knowledge of human service resources.
	‑Working knowledge of regulations and policies pertaining to the respective programs.
 	‑Working knowledge of office practices and procedures.
	‑Working knowledge of leasing documents.
	‑Considerable ability to work under pressure and be flexible.
	‑Capability to initiate own work projects and work independently.
	‑Considerable ability to respect privacy of client's
	 interviews, information and files.
	‑Thorough ability in performing mathematical functions with accuracy
	‑Considerable ability to disseminate, discuss and discern    information.
	‑Considerable ability to interview and brief clients.
	
	QUALIFICATIONS
	
	‑Typing skills
	‑Basic math skills
	‑Interviewing skills
	‑1‑3 years of experience in office setting involving day to
	 day office practices and procedures.
	‑Ability to communicate with public.
	‑High School graduate or equivalent.
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	POSITION TITLE
	
	MAINTENANCE ENGINEER 
	
	REPORTS TO: Executive Director
	
	SUPERVISES:  Housekeepers
	             Laborers
	
	WAGES:  HUD determined, Maintenance Wage Rates.
	
	POSITION SUMMARY
	
	Under the general supervision of the Executive Director, the Maintenance Engineer ensures the efficient operation of the Low Rent Housing programs by performing maintenance and resident custodian supervision of maintenance staff duties.  The Maintenance Engineer will work full time.  The workday will start between 7 and 9 AM daily.

	JOB DUTIES
	
	Perform maintenance duties at Dellwood, Edgewood and Family units including:
	
   Operating and maintaining hot water boilers, booster pumps, fresh air ventilators, water heaters, garbage compactors, lawn mowing and snow blowing equipment, and miscellaneous equipment located in apartments, common areas and family units.
	
   Responding to maintenance requests as reported to the office.

   Handling preventative maintenance items as scheduled.
	
   Ordering maintenance supplies and equipment and maintaining an inventory of it.
	
   Performing general cleaning, painting and long term heavy cleaning projects as directed.
	
   Responding to emergency calls on evenings and weekends, when available.
	
   Supervising the maintenance and cleaning duties performed by contract and other Authority personnel.
	
	Maintaining a record of outstanding and completed work orders.

	Inspecting and readying vacant units.

	Maintaining and daily submitting a daily worksheet of tasks performed.

	Maintaining a safety awareness for potential safety or
 	liability problems in the projects.

	Maintaining daily contact with the office to determine
	priorities.

	MINIMUM QUALIFICATIONS

High School degree or equivalent
class C drivers license
ability to be insured as driver of Housing and Redevelopment Authority vehicles
State of Minnesota Special Engineer boiler license (may be obtained during probationary period)
ability to lift heavy objects up to 75 pounds
ability to climb ladders and work as high as the highest    Authority building roof
demonstrated mechanical ability and experience
demonstrated knowledge of large heating, electrical and plumbing   systems
ability to get along with tenants
ability to respect privacy and confidentiality of all tenants
ability to respond to emergency calls within 20 minutes


   POSITION TITLE

   HOUSEKEEPER 
                        
   SALARY AND BENEFITS 

   Determined by HUD Maintenance Wage Rates, paid on hourly
   basis, benefits determined by total hours worked.
	
	The person performing the functions of Housekeeper will report to the Maintenance Engineer. Hours of work will be as set forth and approved by the Executive Director.
	
	JOB DUTIES
	
	Examples of work:
	
	    Perform cleaning duties as required.
	
	    Occasionally assisting the Maintenance Engineer with maintenance and other tasks as required.
	
	MINIMUM QUALIFICATIONS 
	
	Able to read and write.
	
	Physically able to perform manual labor, including the ability to lift heavy objects up to 75 pounds.
	
	Some experience in cleaning a large public or private housing project or in similar cleaning work.
	
	Valid driver's license.
	
	MAINTENANCE WORK SCHEDULE
	
	DAILY: 
	
	Empty and clean ashtrays, and clean glass where needed.
	Vacuum main lobby.
	Dust windows.
	Empty wastebaskets in office.
	Check elevators.
	Check and clean public restrooms
	Replace light bulbs where needed.
	Check yard, sidewalks and driveway for litter.
	
	WEEKLY 
	
	Vacuum halls, lounges and alcoves.
	Wipe off tables and chairs‑lounges.
	Clean stairwells
	Clean elevator floors and walls.
	Vacuum office
	Dust and polish furniture, doors and office.
	Clean bathrooms thoroughly.
 	
	MONTHLY 
	
	Buff floors in Community rooms, kitchen and laundries.
	Vacuum edges of carpets in halls and lobbies.
	Check light fixtures for insects.
	Check smoke detectors in common areas for dust and insects.
	Shampoo carpets in common areas.
	
	SIX MONTHS 
	
	Strip and wax floor in community room, kitchen, laundry and bathrooms.
	Clean all common space windows.
	Wash furniture and chairs in lounge areas and community room.
	Shampoo carpet in common areas, by elevators and in office.
	
	

POSITION TITLE
	
	LABORER
	
	REPORTS TO: Maintenance Engineer
	
	SALARY AND BENEFITS 
	
	Determined by HUD Maintenance Wage Rates, paid on hourly basis, benefits determined by total hours worked.
	
	POSITION SUMMARY
	
	The person performing the functions of Laborer will report to the Maintenance Engineer.  Hours of work will be on call as required by the needs of the Authority.
	
	 JOB DUTIES
	
	 Examples of work:
	
	 Assisting the Maintenance Engineer with maintenance and other tasks as required.
	
	 Daily checking on garbage compactor and remove recyclable materials from recycling bins.
	
	 Cut grass, remove snow from the walks and parking areas of the project sites.
	
	 Trim trees, plant seed, lay sod and other related duties.
	
	 Perform janitorial duties as required.
	
	 Deliver paint and lumber to sites of tradesmen work.
	
	 Assist tradesmen as required.
	
	 Any other labor work on grounds and in buildings as assigned by supervisor.
	
	 The Laborer will work on call as needed by the Authority. Persons performing the functions of Laborer will report directly to the Maintenance Engineer.  Wages will be the established prevailing wage rates that are determined by HUD.
	
    MINIMUM QUALIFICATIONS 
	
	 Able to read and write.
	
	 Physically able to perform heavy manual labor, ability to lift heavy objects up to 75 pounds.
	
  	 Some experience in a large public or private housing project or in maintenance work similar to above.
 	
	
	
	
	
	Valid driver's license.
	
   Ability to operate the tractor, lawn mowers, snow blowers and other Authority equipment.
 
	
	MAINTENANCE WORK SCHEDULE
	
	DAILY: 
	
	Check yard, sidewalks and driveway for litter.
	
	SUMMER 
	
	Mow lawn, trim around building & trees after mowing.
	
	WINTER
	
	Remove snow and ice from all walkways and traveled paths.
	Removed smaller amounts (generally less than 3 inches) of snow from driveways.
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	POSITION TITLE
	
	TENANT ACTIVITIES COORDINATOR
	
	REPORTS TO: Executive Director
	
	SALARY AND BENEFITS 
	
	Determined by Housing Authority. Paid on an hourly basis with benefits determined by total hours worked.
	
	POSITION SUMMARY
	
	The person performing the functions of the Tenant Activities Coordinator will report to the Executive Director or Assistant. Hours of work will be on call as required by the needs of the Authority.
	
	 DUTIES
	
	 The Tenant Activities Coordinator will coordinate all tenant    activities.
	
	 Examples of activities:
	
	 Birthday parties
	 Potluck dinners
	 Card parties
	 Bingo and other games
	 Daily coffee time
	 Outside entertainment
	 Group trips for tenants
	
	 MINIMUM QUALIFICATIONS 
	
	 Ability to read and write.
	 Ability to get along with tenants.
	 Ability to organize meaningful activities for tenants.
	 Valid driver's license.
 
	

   POSITION TITLE:

   HEAD TENANT 

   WAGE RATE: Determined by Housing Authority.

   POSITION SUMMARY
 
   The Head Tenant will report to the Executive Director and will
   be responsible for providing the Executive Director and other appropriate staff with information that is necessary for the efficient operation of the buildings, property and equipment owned by the Housing and Redevelopment Authority.  The Head Tenant will act as a contact person for the building in the absence of other staff.
	
	JOB DUTIES
	
	‑Performing daily integrity checks of the building
	‑Insuring that the outside doors are locked in the evening.
	‑Reporting maintenance problems needing attention.
	‑Informing the Executive Director, Assistant Executive Director or Maintenance Engineer about problems occurring after hours that need attention.
	‑Maintaining a safety awareness for potential safety or liability problems in the projects.
	‑Maintaining regular contact with the office.
	‑Receiving phone calls about severe weather.
	‑The Head Tenant will serve on an as needed basis.  The Head
	 Tenant will be paid fixed amount each month as determined by
	 the Authority.
	
	MINIMUM QUALIFICATIONS
	
	Some mechanical ability and experience.
	Ability to get along with tenants.
	Ability to respect privacy and confidentiality of all tenants.
	Dependability and willingness to serve the Authority.
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