COMPLIANCE OFFICER

Summary

Under the direction of the Executive Director, the Compliance Officer has the responsibility to monitor Lynchburg Redevelopment and Housing Authority (LRHA) activity for integrity, quality assurance, service delivery, consistency of application of program policies and implementation of procedures; and to ensure that all activities are in compliance with all Federal and Commonwealth of Virginia statutes and regulations.  The incumbent will also serve as LRHA’s 504 Coordinator and manage activities and processes associated with compliance of the Section 504 of the Rehabilitation Act of 1973.

Essential Duties and Responsibilities

The below statements are intended to describe the general nature and scope of work being performed by this position. This is not a complete listing of all responsibilities, duties and/or skills required. Other duties may be assigned.
· Ensure all program rules, regulations, policies, procedures and LRHA standards are met through ongoing monitoring and assessment, and initiate actions necessary to correct deviations.  Research and analyze new federal and Virginia housing program regulations; work with the assigned staff in the development and implementation of proposed LRHA policies and procedures, and submit to management for review and approval.

· Develop and implement internal mechanisms for the continuing review of programs administered by staff; generate, develop or recommend reporting systems that ensures housing program staff accurately captures both qualitative and quantitative programmatic data, HUD reporting requirements and other required reports for internal control and/or for external reporting and compliance.

· Develop and implement an internal compliance plan for LRHA that allows for the detection and mitigation of internal and external risk factors. 
· Develop and implement an LRHA contract compliance plan.

· Compile and prepare data and draft reports regarding the contract compliance program (including but not limited to, Section 3 Reports, Other Reports for HUD, etc.) as needed or requested.

· Suggest changes to practices, procedures and policies to ensure compliance with applicable, laws, rules, regulations and guidelines. 
· Periodically review procurement files for compliance with applicable laws.

· Periodically review the operation of LRHA’s warehouse and storerooms for compliance with applicable laws and LRHA policies.
· Identify, review and resolve non-compliance issues; conduct research and analysis of the situation, document supporting facts and the relevant rules; recommend appropriate next steps and where appropriate, prepare analysis summaries.

· Manage and oversee the processing of program abuse allegations and investigations including receiving, reviewing and investigating complaints, allegations and problem areas of program abuse. Evaluate reports and refer complex cases, along with a recommended course of action, to the Executive Director.
· Serve as LRHA’s Section 504 Coordinator:

· Develop, review and revise, as necessary, the Agency’s Section 504 plan and procedures and provide related training to staff.

· Investigate allegations and complaints of discrimination under the ADA and other applicable federal and state laws regarding discrimination on the basis of disability.

· Oversee, coordinate, and perform the duties set forth in LRHA’s March, 2014 Voluntary Compliance Agreement (VCA) with the U.S. Department of Housing and Urban development (HUD), including, but not limited to, the development, implementation and regular updates of policies and procedures.
· Develop a long-range VCA compliance work plan.
· Coordinate with LRHA’s Executive Director on the implementation of the provisions of the VCA.
· Oversee and coordinate LRHA’s responsibilities to provide reasonable accommodation(s) to housing applicants, residents and members of the public.
· Work with LRHA management, staff, medical providers, housing applicants, residents and resident advocates to obtain information to analyze and determine reasonable accommodation requests.
· Oversee LRHA’s compliance with Section 504 and HUD’s implementing regulations and compliance with Title II of the ADA.
· Develop and maintain computerized systems and procedures for processing and tracking reasonable accommodation requests and waitlists. Compile and analyze data from various sources to assist in the agency’s compliance with the ADA as it pertains to reasonable accommodation requests from residents and applicants of public housing, Section 8 and other housing programs.
· Ensure timely distribution and receipt of a variety of records, reports and other materials as they pertain to Section 504 and the VCA.
· Request or provide information as necessary to ensure completeness, accuracy and conformance with HUD regulations and the VCA.
· In coordination with and under the supervision of the Executive Director and LRHA’s attorney, develop and implement a Title VI grievance procedure, as required under the VCA.

· Develop, prepare and maintain detailed logs, files and records; establish cross-reference systems; and maintain confidentiality of a variety of sensitive materials and information.
· Attend all required training and safety meetings; use, maintain and replace assigned personal protective equipment; report all work-related injuries and illnesses to the Executive Director immediately; complete and submit incident/accident reports as required; report hazardous conditions or unsafe work practices to the Executive Director; and follow all safety and health guidelines, practices, policies and procedures.
· Participate in the development and implementation of goals, work plans, performance measures, and continuous improvement of service delivery to assist in attaining LRHA initiatives and goals, core strategies, and mission through a spirit of service, teamwork and respect. Work respectfully and courteously with other employees, follow direction, and work well under pressure.
· Perform other duties and responsibilities as assigned.
Required Knowledge, Skills and Abilities

· Working knowledge of housing-related federal, state and local codes and laws relative to program development; tenant and owner rights and responsibilities related to housing; negotiations techniques and principles.

· Working knowledge of the Section 8 Housing Choice Voucher Program programs administered by the Agency and their rules, regulations, requirements, and guidelines; health, safety, sanitation, and structural factors involved in residential housing; local housing market conditions.

· Working knowledge of public housing authority contracting principles, including all HUD and OMB requirements.

· Working knowledge of the Americans with Disabilities Act, Section 504 of the Rehabilitation Act and HUD requirements for reasonable accommodations and accessibility.
· Ability to digest complex issues and explain to others in a concise, straightforward manner; compose/edit documents and effectively express complicated topics.

· Strong problem solving skills, and the ability to exercise sound judgment and make decisions base on accurate and timely analyses.

· Ability to use computer programs related to housing operations, report generation and complaint/resolution tracking.
· Ability to address compliance issues with tact and diplomacy; exhibit professionalism and lead by example.
· Must have the ability to legally drive an automobile, sit for lengthy periods of time, climb stairs, and operate keyboard equipment, and generally maintain the physical condition and mobility necessary to visit other Authority sites and other housing authorities and agencies. A majority of work is conducted in a standard indoor office environment. Must be able to visit various field offices and facilities on an as needed basis.
Acceptable Experience and Training

Extensive (five years or more) and progressively responsible experience in and knowledge of public housing and rental assistance voucher programs, and graduation from a college or university of recognized standing with a major study in the field of business, law or public administration; or an equivalent combination of experience and training which provides the required knowledge, skills and abilities.
