[bookmark: _GoBack]   BRAZORIA COUNTY HOUSING AUTHORITY

STANDARD OPERATING PROCEDURES

STAFF DUTIES AND RESPONSIBILITIES

The Brazoria County Housing Authority consists of the following staff members who are responsible for the implementation of the program:

Director

The Program Director reports to the Commissioners Court.  The Director is responsible for the overall operation and management of the Section 8 Voucher Program; performs managerial, supervisory, and administrative tasks.  This includes the implementation of policies, procedures, program goals, monitoring of program funds and program utilization, requesting additional funding when funds are available, ensuring adequate staffing, preparing reports to Commissioners and HUD, and ensuring compliance with HUD requirements including SEMAP.

Assistant Director

The Assistant Director monitors program funding, disburses HAP checks to landlords; process and reconcile abatements; performs a variety of routine accounting functions, such as calculating and monitoring monthly funding utilization, abatement of payment to landlords; enters information in the computer for use by the Housing Specialist, such as FMR’s, utility charts, custom letters; assists the Director with various reports and program management; prepares purchase requisitions for equipment and supplies; conducts quality control for SEMAP; and assists the County Auditor’s office in preparation of financial statements. 

Housing Specialist

 The Housing Specialist is responsible for determining and documenting family eligibility at admission as well as continued assistance for participants.  The Housing Specialist meets with clients, holds briefings, documents and calculates all sources of income, obtains third party verification of all income (reviewing EIV is part of this process), calculates rent, enters into contractual agreements with landlords in behalf of the Section 8 Voucher Program, conducts re-certifications, interim adjustments, rental increases, addresses and resolves tenant and landlord disputes/complaints, conducts criminal background checks, maintains participant file organization, conducts rent reasonable surveys through information provided in the HAPPY System, requests unit inspection for complaints and new admissions,  and appears at termination hearings.  




Inspector

The inspector performs, documents and record initial, annual, special, and re-inspection of units to ensure compliance with Housing Quality Standards (HQS), prints the inspection booklet from the computer system, schedules inspection appointments through written notices or phone calls, enters information of inspection results in the HAPPY System, notifies the landlord and tenant in writing of the inspection results and provides a copy to the Housing Specialist.  The inspector maintains and enters the rent reasonableness data in the HAPPY System.

Office Clerk

The Office Clerk is responsible for the reception area.  The Clerk receives visitors and notifies the appropriate staff of their arrival.  The Clerk answers the phone and routes the call to the appropriate party, accepts pre-applications, enters applicant data in the computer system, maintains the Section 8 waiting list and landlord list, processes all incoming and outgoing mail, does light typing, filing, and special tasks as assigned by the Director.  
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