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Appendix I
Continuity Plan for Georgetown Housing Authority
Continuity and Emergency Plan (CEP) for

Georgetown Housing Authority located at 210 West 18th Street

Georgetown, Texas 78628
I. GENERAL

The Georgetown Housing Authority (GHA) is located in Georgetown, Texas.  The main administration building for the Georgetown Housing Authority houses the main office, Stonehaven Public Housing, and the ROSS program located at 210 West 18th Street, Georgetown, Texas 78626.  The second location is at 501 Janis Drive, Georgetown Texas, 78628 and it houses the Shady Oaks Apartment Property Mgmt., and the Section 8 Program. (Please see Appendix B).   
II. OBJECTIVE

The objective of the Georgetown Housing Authority’s Continuity and Emergency Plan is to comply with the Occupational Safety and Health Administration’s (OSHA) Contingency Plan Standard, 29 CFR 1910.38, and to prepare all agency employees for dealing with emergency situations and to insure continuity of operations and services in any of the events outlined below.   This plan applies to all emergencies that may reasonably be expected to occur at the Main Office located at 210 West 18th Street, Georgetown, Texas 78626.
III. INCIDENT RESPONSE STAFF
A. The Incident Response Staff shall consist of GHA’s Executive Director, Director of Housing Operations and Lead Maintenance Supervisor. General responsibilities for the Incident Response Staff members are described below along with responsibilities for supporting staff, full-time employees and contractor and temporary employees. The emergency contact (cell phone) numbers and email addresses for the Incident Response Staff are listed in Appendix A.

IV. ASSIGNMENT OF RESPONSIBILITY

A.
Executive Director / Director of Housing Operations
GHA’s Executive Director and Director of Housing Operations have “sole authority” to implement the Continuity and Emergency Plan (CEP). In their absence, the Lead Maintenance Supervisor may implement the CEP if he/she believes that a disaster, emergency, or incident may threaten life, safety, or property. In coordination with the GHA Emergency Plan Manager, the Executive Director will decide if and when to evacuate the building and / or to activate and move operations to one of the alternate locations listed in Appendix B.

B.
Emergency Plan Manager

The GHA Director of Operations is designated as the Emergency Plan Manager. She is responsible for all actions and decisions related to actually evacuating the building premises, coordinating with the media, and interfacing with local emergency response personnel. She shall manage the GHA Continuity Plan, which this CEP supports, and shall schedule routine tests of the GHA’s Central Office emergency notification system with the appropriate authorities. The GHA Emergency Plan Manager shall coordinate with local public resources, such as fire department and emergency medical personnel, to ensure that they are prepared to respond to GHA needs as detailed in this CEP.
C.  Assistance for Those with Special Needs

In the event of a disaster affecting GHA’s offices, the following individuals shall be responsible for assisting employees who have special needs, or who do not speak English, during evacuation situations:

	Assigned Assistant’s Name and Position
	Phone #
	Department

	Osbaldo Kancheff
	512-639-9178
	Maintenance


Additional tips for assisting those with special needs are located in Appendix C.

D.
Full-Time/Part time Employees
Employees are responsible for following the procedures described in this CEP and the directives.
E.
Temporary Employees and Contract Personnel

Temporary employees and contract personnel are responsible for complying with the provisions of this CEP as well.
V.
COMMUNICATION 

Normal office communication systems rely on hardline commercial telephones for voice and Text Telephone (TTY). Cell phones are available for back-up voice communication. Stericycle Answering Service, Inc. (phone: 512-373-1250) will provide GHA with 24/7 live answering service for incoming calls in the event that the office is closed due to any emergency such as a disaster or inclement weather, owners and residents will be notified regarding changes in service procedures and the resumption of routine operations. GHA will; 1) have the answering service tell incoming callers that GHA experienced a disaster and is operating from a remote location; 2) have the answering service tell owners and residents GHA’s mail is being routed elsewhere; 3) GHA posts announcements on the company website. Owners and residents will receive updates when calling 512-863-5565 and when accessing our website at www.georgetownha.org
VI.
OPERATING AND MANAGEMENT BACK-UP PLANS 

In the event of a catastrophic event that rendered the GHA’s administration building temporarily unavailable or permanently destroyed, and to ensure no interruption in voucher processing operations and resulting HAP payments to owners occur, the ED and Director of Housing Operations, Managers, and Maintenance Supervisor can access the system using TENMAST.  The above measures will maintain supervisory, accounting, financial, and human resource functions.
VII.
PREPAREDNESS

A.
Employee Training

All employees shall receive instruction on this Continuity/Emergency Plan as part of New Employee Orientation upon hire. Additional training shall be provided:

1. When there are any changes to the plan and/or facility;

2. Annually as refresher training.

Items to be reviewed during the training include:

1.
Proper housekeeping
2. 
Fire prevention practices
3.
Fire extinguisher locations, usage, and limitations
4.
Threats, hazards, and protective actions
5.
Means of reporting fires and other emergencies
6.
Individual responsibilities
8.
Alarm systems
9.
Escape routes and procedures
10.
Emergency shut-down procedures
11.
Sheltering in place
14.
Severe weather procedures; and
B.
Training / Exercise Records

The Emergency Plan Manager shall document all training/exercises pertaining to this Continuity and Emergency Plan (CEP) and shall provide the documentation for filing and maintenance. 


VIII.
PLAN IMPLEMENTATION

A.
Reporting Fire and Emergency Situations

All fires and emergency situations will be reported as soon as possible to the Executive Director and the Director of Housing Operations by one of the following means:

1.
Verbally or by phone as soon as possible during normal work hours; or

2.
By telephone if after normal work hours or on weekends.

To eliminate confusion, only Executive Director and the Director of Housing Operations are authorized to contact the appropriate community emergency response personnel.  

Under no circumstances shall an employee attempt to fight a fire, nor shall any employee attempt to enter a burning building to conduct search and rescue.  These actions shall be left to emergency services professionals.
In the event of a fire or emergency situation, the ED shall ensure that all employees are notified as soon as possible and shall provide instructions to all employees.
If a fire or emergency situation occurs after normal business hours, the Director of Housing Operations shall contact all employees not on shift of future work status.

B. Emergency Contact Information

The Executive Director shall maintain a list of all employees’ personal emergency contact information and shall keep the list in a designated area for easy access in the event of an emergency.

C. Evacuation/Evacuation Routes
Emergency evacuation escape route plans (see Appendix F) are posted within hallways, mail rooms, break rooms and department walls throughout the Office.  In the event that a fire/emergency alarm is sounded all employees shall immediately exit the building(s) at the nearest exits as shown in the escape route plans, and shall meet as soon as possible at the designated Assembly Areas.  Employees with offices shall close the doors (unlocked) as they exit the area.

Once an evacuation has occurred, supervisors are responsible to account for each employee/visitor in their department.    

Once the building has been evacuated, no one shall re-enter the building for any reason, except for designated and properly trained rescue personnel. 

D. Advanced Medical Care

Under no circumstances shall an employee provide advanced medical care and treatment.  These situations shall be left to emergency services professionals.   Untrained individuals may endanger themselves and/or those they are trying to assist.

E. Sheltering in Place

In the event that chemical, biological, or radiological contaminants are released into the environment in such quantity and/or proximity to Central Office, authorities may determine that is safer to remain indoors rather than to evacuate employees.    
1. Immediately close the business.  Customers, clients, or visitors in the building,  shall be advised to stay in the building for their safety. 

2. Turn on call-forwarding or alternative telephone answering systems or services. The recording for voice mail or automated attendant shall be changed to indicate that the business is closed, and that staff and visitors will be remaining in the building until authorities advise that it is safe to leave. 

3. Quickly lock exterior doors and close windows and air vents. Disable heating and air conditioning systems; Close the window shades, blinds, or curtains. 

4. Gather essential disaster supplies (i.e., nonperishable food, bottled water, battery-powered radios, first-aid supplies, flashlights, batteries, duct tape, plastic sheeting, and plastic garbage bags), and take them to the Shelter In Place Locations. 
5. Monitor telephone, radio, television and Internet reports for further instructions from authorities to determine when it is safe to leave the building. 
F. Severe Weather

The Emergency Plan Manager shall announce severe weather alerts (such as tornados) by means of immediate notification available at worksite.  All employees shall immediately retreat to the Hall Way Closet until the threat of severe weather has passed.
G. Active Shooter

In the event of an active shooter at the Central Office, staff is to immediately call (9-1-1).



1. Staff should secure the immediate area by locking, if able, and barricading doors.

2. Turn off lights.

3. Close blinds.

4. Block windows.
5. Turn off computers and any other equipment that makes noises.
6. Keep occupants calm, quiet, and out of sight.
7. Keep out of sight and take adequate cover/protection (i.e. concrete walls, thick desks, filing cabinets).

H. Fire/Evacuation Drills

Fire/Evacuation drills shall be conducted at least annually in the month of October, and shall be conducted in coordination with local police and fire departments.  Additional drills shall be conducted if physical properties of the business change, processes change, or as otherwise deemed necessary.

I. Training Records

Emergency Plan Manager shall document all training pertaining to this plan and shall maintain records.

V. PLAN EVALUATION

This Continuity and Emergency Plan (CEP) shall be reviewed annually, or as needed if changes to the worksite are made, by Emergency Plan Coordinator.   Following each fire drill, the EP Coordinator shall evaluate the drill for effectiveness and weaknesses in the plan, and make changes as needed.
Appendix A

Incident Response Staff’s Emergency Contact Numbers

Emergency contact numbers and email addresses for these individuals are as follows.  

	Name
	Phone
	Email

	Nikki Brennan, ED
	
	Nikki.Brennan@georgetownha.org

	Shannon Kelly, DHO
	
	Shannon.kelly@georgetownha.org

	Osbaldo Kancheff, Lead Maint.
	
	Osbaldo.Kancheff@georgetownha.org

	


 

Appendix B

Alternate Office Locations

The Housing Authority City of Georgetown GHA has the ability to transfer its operations on a temporary, emergency basis to one of the following GHA developments in Georgetown, Texas. GHA’s Executive Director or Director of Housing Operations will decide if and when to activate and move operations to one of the alternate locations listed below.

1. Georgetown Housing Authority Activity Learning Center
210 West 18th Street B
Georgetown, Texas 78626

2. Shady Oaks Apartment

501 Janis Drive

Georgetown, Texas 78628

Appendix C

Special Needs Guidelines

If you or someone close to you has a disability and other access and functional needs, you may have to take additional steps to protect yourself and your family in an emergency. Below is a list of additional steps that may be necessary based upon the individual’s special needs:

	Disability and Other Access and Functional Needs
	Additional Steps

	Visually impaired
	May be extremely reluctant to leave familiar surroundings when the request for evacuation comes from a stranger. A guide dog could become confused or disoriented in a disaster. People who are blind or partially sighted may have to depend on others to lead them, as well as their dog, to safety during a disaster.

	Hearing impaired
	May need to make special arrangements to receive warnings.

	Mobility impaired
	May need special assistance to get to a shelter.

	Single working parent
	May need help to plan for disasters and emergencies.

	Non-English speaking persons
	May need assistance planning for and responding to emergencies. Community and cultural groups may be able to help keep people informed.

	People without vehicles
	May need to make arrangements for transportation.

	People with special dietary needs
	Should take special precautions to have an adequate emergency food supply.

	People with medical conditions
	Should know the location and availability of more than one facility if dependent on a dialysis machine or other life-sustaining equipment or treatment.

	People with intellectual disabilities
	May need help responding to emergencies and getting to a shelter.


If a staff member has a disability or Other Access and Functional Needs, register with the local Office of Emergency Services or the local fire department for assistance so needed help can be provided.

	

	


Appendix D
Contact List – HUD Offices 
1. San Antonio HUD Office

Hipolito Garcia Federal Building

 615 East Houston Street

 Suite 347

 San Antonio, TX 78205-2001

 Program Center Director: Richard Lopez
                    Phone: (210) 475-6832

 2.   Washington D.C.  HUD Office
451 7th St SW
 Washington, DC 20410

Telephone: (202) 708-1112 TTY: (202) 708-1455
3.
Georgetown Housing Authority Board Members 2015

Appendix E
Bomb Threat Telephone Card Checklist

	Time call received:

Date:

Exact wording of bomb threat:

Listen—do not interrupt!  After caller stops volunteering information, ask these questions, trying to keep the caller on the line:

1.
When is the bomb going to explode?

2.
Where is the bomb right now?

3.
What does the bomb look like?

4.
What kind of bomb is it?

5.
What will cause the bomb to explode?

6.
Did you place the bomb?

7.
Why?

8.
What is your address?

9.
What is your name?

Record the following information:

Sex of caller:

Age:

Time call ended:

Telephone number at which call was received:

Check Caller ID for telephone number of caller:


	Caller’s voice (circle the appropriate descriptors):

Calm
Disguised

Angry
Soft

Excited
Loud

Slow
Laughter

Rapid
Crying

Distinct
Normal

Ragged
Whispered

Cracking
Deep Breathing

Nasal
Accented

Stuttered
Clearing Throat

Lisping
Slurred

Raspy
Deep

Familiar—If familiar, whom does it sound like?

Background sounds (circle the appropriate descriptors):

Trains                Whistles/Horns              Wind

Street Noises
Factory Machinery
Voices

Crockery
Animal Noises
Clear

PA System
Static
Music

House Noises
Long Distance
Local

Motor
Office Machinery
Booth

Other: ___________________________________

Bomb threat language (circle the appropriate descriptors):

Well-spoken (educated)
Incoherent
Foul

Irrational
Taped
Threat Read

Your Remarks:

Your name:

Your position:

Report the call immediately to

Shannon Kelly, Director of Housing Operations



Appendix F
Building Evacuation Plans
Appendix G
CEP Training Calendar

	January 2016
	February 2016
	March 2016

	
	
	

	April 2016
	May 2016
	June 2016

	
	
	

	July
	August 
	September 

	
	
	

	October 
	November 
	December 

	FIRE/EVACUATION DRILL

	
	


Georgetown Housing Authority Organizational Chart
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_____



Appendix F

Continuity Plan for Public Housing Authority
The Georgetown Housing Authority has developed a Continuity Plan for Administrative services in the event that any of its employees are temporarily or permanently incapacitated in performing their duties to accomplish the mission of the Georgetown Housing Authority.
LEADERSHIP SUCCESSION
Leadership succession and the delegation of authority are established to allow the continuation of on-going executive and administrative functions in an emergency or in any situation when one or more agency directors is absent and management of the agency must continue.
Leadership succession and delegation of authority is described to ensure that the activities necessary to the on-going administrative functions of the agency continue. This ensures that the agency’s fiscal, management and personnel functions are maintained and helps minimize future cost and effort to reconstitute on-going agency programs and services during the recovery phase of an emergency.
Leadership succession can be used when no emergency event has occurred to designate authority when an agency director is absent for a long period of time.
During an emergency or in any situation that requires continued operations of GHA when one or more directors are absent, management of the agency is delegated to the following persons in the order of succession shown below:

Administrative:
· Executive Director
· Director of Operations
· Property Manager
· Assistant Property Manager
Maintenance:

· Maintenance Supervisor
· Lead Maintenance
· Maintenance Mechanic B
· Maintenance Aide

If a designated individual is unavailable, authority will pass to the next individual on the list. “Unavailable” is defined as:
· The designated person is incapable of carrying out the assigned duties by reason of death, disability, or distance from/response time to the operations.
· The designated person is unable to be contacted within 24 hours.
· The designated person has already been assigned to other emergency activities.
The designated individual retains all assigned obligations, duties, and responsibilities until officially relieved by an individual higher on the list of succession.
DELEGATION OF AUTHORITY
To ensure that GHA staff identified in the leadership succession are aware of their responsibilities and are appropriately authorized to execute functions assigned to them, explicit emergency authority has been pre-delegated. In the event of a disaster or emergency, and the Executive Director is unavailable (as defined above), alternate personnel are authorized to perform the following functions:
· All operational tasks normally performed by Executive Director.
· Expenditure approval consistent with established Georgetown Housing Authority procedure.
· Personnel task and work assignments.
· Policy level authority and decision making.
· Implementation of the Continuity and Emergency Plan.
DESCRIPTION OF JOB DUTIES:

1.
Executive Director:

These are most of the job duties that are performed regularly to maintain the overall operations of the Housing Authority. Currently, the majority of operational duties, including managing site staff and other duties as they relate to site management and maintenance fall under the Director of Housing Operations. The majority of financial duties, budget and special projects fall under the Executive Director, as well as managing and oversight of the Director of Housing Operations, ROSS Self Sufficiency program and the Section 8 program. This list does not include duties like grant writing and submission, responding to various requests, annual responsibilities such as gathering documents for the annual audits, management reviews, etc.

· Board meetings: duties include preparing board agendas and information for board packets; ensuring that the agendas are posted online and in print. 

· Interprets and clarifies standards, policies and procedures for the authority’s operations to ensure consistent compliance with state and federal regulations. Recommends changes to the board of commissioners as needed. 

· Payroll: approve information inputted into online payroll, reconciling and distributing checks for retirement payments; reconciling payroll to QuickBooks.

· HUD Reporting: monthly duties include a) verifying, reconciling, and inputting financial information to Voucher Management System (VMS); b) verifying, reconciling, inputting and drawing down funds through the Electronic Line of Credit Control Systems (ELOCCS) for the Capital Fund Program (CFP); c) verifying, reconciling and drawing down funds through ELOCCS for the Operating Fund. 

· Banking: duties include a) approving and printing all checks to vendors and landlords; b) reconciling all bank accounts (bank statements to QuickBooks, Rent registers to Bank Statements and Payroll to QuickBooks).

· Low Income Housing Tax Credit (LIHTC) program administration (a) duties include make certain administrative compliance; (b) PNC quarterly reporting to investors; (c) Annual reporting to Wells Fargo Lender; (d) Verifying Quarterly Unit Status Reporting to TDHCA; (e) Annual Owner Compliance Reporting to TDHCA; (f) Annual Audit to Investors; (g) Tax Return.

· Section 8 Project-Based Rental Assistance (PBRA) Program (a) duties include make certain of administrative compliance; (b) Verify Monthly TRACS reporting to Southwest Housing Compliance; (c) Utility Allowance of Actual usage to Southwest Housing Compliance annually; (d) Annual Operating Cost Adjustment Factors (OCAF) to Southwest Housing Compliance for rent adjustments; (e)  Annual Audit to HUD.

· Home Program. (a) duties include make certain of administrative compliance  (a) Annual reporting to TDHCA.

· RFPs/ RFQs: duties include a) drafting of all bid documents except for architectural plans and specification manuals; b) scheduling and conducting all bid/ proposal openings.

· Capital Fund Administration: duties include a) develop projects and plans; b) reviewing plans and specifications; c) ensuring contractors meet Davis Bacon Wage requirements (Executive Director is designated Labor Officer); d) Completing all Environmental Review Reports and submitting to HUD prior to expenditure of any funds; e) Completing all reports, budget amendments, requests for allocation and close out documents; f) Reviewing pay requests and cutting checks to General Contractor.

2.
Director of Housing Operations:

· Inspections: duties include ensuring that annual inspections (housekeeping and unit) are completed.

· Annuals/ interims: duties include ensuring that annual and interim certifications are completed as mandated by HUD.

· File audits: duties include a) 100% file audit to ensure compliance with HUD regulations; b) auditing files prior to move in to ensure that applicant files contain all necessary documents; c) reviewing all files for annual and interim changes are correct and entered correctly into tenant accounting system; d) ensuring that new program (tax credits and HOME program) regulations are correctly integrated into current program requirements at Shady Oaks under the Section 8 program. 

· Waiting list: duties include a) ensuring that staff maintains an accurate and up to date waiting list; b) act as the Hearing Office for all denials of application or assistance.

· Maintenance: duties include a) reviewing monthly reports to ensure that work orders are completed in the required time frame, charges are been charged to correct accounts, and that all work orders are being accounted for; b) ensuring that staff are completing make readies in the required time frame; c) working with staff to implement and conduct preventative maintenance program.

· Housing Operations: duties include ensuring that files are being completed in a timely manner and that site management and maintenance are working together for efficient and effective operations.

· HUD Reporting: monthly duties include a) reviewing, verifying, and correcting errors in the Public and Indian Housing Information Center (PIC) for Public Housing and Section 8; b) reviewing, verifying and correcting errors in the Tenant Rental Assistance Certification System (TRACS) for Shady Oaks. 

· Banking: entering all checks to vendors and landlords in QuickBooks.

· Payroll: duties include verifying timesheets, inputting information into online payroll provider.
· HUD Reporting: monthly duties include providing ED number count of participants for Voucher Management System (VMS).

· Tenmast: duties include a) Responsible for conversion to new tenant software system for all staff; b) discovering issues with tenant software system and is lead person working with Tenmast to correct errors related to WinTen2 (software system) 

3.         ROSS   Resident Opportunities for Self Sufficiency:
Serves as a Service Coordinator; Resource and Referral Specialist; Resident Support Services.  Currently there is only one Service Coordinator at the Georgetown Housing Authority.  This is a HUD funded grant position and as such, requires certain mandated duties and trainings of Service Coordination to be considered.  The basic administrative portions of this job can be followed by any other administrative personnel in the office.
· Maintains and updates as needed a file for each ROSS program participant.  

· Coordinates activities related to and required by the pre-approved ROSS e-logic model.  

· Provides support to residents  by maintaining daily log of visitors each day and categorize them according to reason for visit (i.e. ROSS participant or Resident Support Services or Stonehaven Resident Council member)

· Provides support to Stonehaven Resident Council members by assisting as GHA Liaison between the PHA and the SRC.

· Coordinates accurate completion of classes, workshops, and programs with facilitators and/or instructors.

· Coordinates ROSS participant evaluations and scheduling of annual reviews and document signings/renewals.

· Coordinates special events and projects, utilizing organizational skills in the development, production, and completion of special activities or events.

· Schedules appointments for meeting with new residents as potential ROSS participants as well as an annual open orientation meeting on site.

· Organizes and provides logistical support for activities of GHA and office, such as recording meeting minutes, maintaining and distributing schedules, agendas, minutes, and materials.

· Maintains monthly ROSS calendar, including the ROSS room schedule at the GHA ALC.

· Works closely with as collaborative partner with other agencies and resource agencies; non-profits; city and county offices; medical organizations; schools and other entities that would be positive resources for ROSS participants as well as residents of PHA. 

· Performs Monitoring and Evaluating Services, Effectiveness, Adequacy and Need for Changes

                 4.
Stonehaven Public Housing Manager:
· Maintaining applicant waiting list; contacting prospective new residents for eligibility screening interviews; conducting eligibility screening; verifying applicant income, employment, rental history, criminal background and other benefits and resources pertaining to applicant.  

· Determines final eligibility of applicants to be offered housing; provides pre-occupancy orientation, explanation of lease and Housing Authority policies, rules and regulations and assigns unit to newly selected residents. 

· Collects rents, security deposits and other charges due from residents, documenting funds collected and ensuring that daily/weekly bank deposits are made. 

· Reviews and monitors delinquent rent and/or other delinquent charges; prepares and delivers delinquent notices to residents. 

· Prepares and processes lease terminations, delivering appropriate notices to residents; filing legal evictions with county courthouse when necessary and represents the Housing Authority in court. 

· Monitors residents’ compliance with Housing Authority policies, rules and regulations; counsels residents regarding lease violations, probationary agreements and payment agreements.

· Prepares and processes move in/move out inspection reports; documents damages, ensures work orders are processed and completed; reviews and processes final charges to resident accounts and requests refunds of deposits accordingly; deliver or mail final charges invoices if monies owed. 

· Schedules, tracks and reports vacant unit make ready work orders and works closely with maintenance supervisor to ensure completion of make ready work order within twenty day turn over period. 

· Performs annual recertification of current residents, verifying income, employment and other resources and benefits according to continued occupancy guidelines.  Prepares and delivers all notices regarding recertification to residents accordingly.

· Monitors and prepares interim rent changes, communicates with residents accordingly and prepares and delivers notices to residents. 

· Accurately prepares monthly reports and delivers to Director of Housing. 

· Makes home visits to residents when needed, assisting with directing to appropriate resources/outreach which might be needed. 

· Works closely with Assistant Manager in all aspects of daily duties, delegating duties as necessary. 

· Communicates with general public, other agencies and organizations, applicants and residents in person, by phone, email and/or fax regarding information for application and/or occupancy standards. 

5.
Public Housing Assistant Manager is Responsible for:
· Rent collection.
· Schedules re-examination appointments.
· Schedules HQS maintenance and housekeeping inspections.
· Walks property to observe lease violations.
· EIV monthly report.
· Manages, updates and posts waitlist monthly.
· Lease violations.
· Enters work orders into the system.
· Completes interims and annuals.
· Enters meter readings and generates electric bills

· Maintains all resident records in accordance with GHA policy
· Helps to update website with waitlist, agenda for meetings. 
· Communicates with general public, other agencies and organizations, applicants and residents in person, by phone, email and/or fax regarding information for application and/or occupancy standards. 

6.
Shady Oaks Public Housing Manager is Responsible for:
· Inspections: duties include ensuring that annual inspection (housekeeping) are completed.

· Annuals/ interims: duties include ensuring that annual and interim certifications are completed as mandated by HUD

· Waiting list: duties include a) Maintain and update waiting list

· HUD Reporting: monthly duties include: reviewing, verifying and correcting errors in the Tenant Rental Assistance Certification System (TRACS). 

· Banking: Make bank deposits when necessary. 

· Accounts Receivables: a) Post checks and money orders to resident’s ledgers. b) Post late fees daily when necessary. c) Deliver 30 day notice to vacate when applicable.

· Curb appeal:  Walk property daily to ensure the grounds, balconies and patios are looking nice and free of debris.

· Maintenance: Enter and complete work orders for tenants in Tenmast with notes as to what we completed.
· Interviews and counsels residents concerning lease violations. Prepares and processes lease terminations and recommends filing of forcible retainers. Represents the Housing Authority for lease related violations in court.

· Ensures compliance with resident supportive services and coordinate those services through state workforce development and welfare programs. 

7.
Section 8 Coordinator and FSS Coordinator/Inspector is Responsible for:
· Inspect new units for new move/Port ins, annual reexams and schedules appointments for all port ins and port outs
· Perform rent reasonableness for new move-ins 

· Conducts new admissions meetings, schedule appointments for annual reexams interims and project based applicants.

· Manage and updates waitlist
· Verify employment, social security, unemployment, child support, food stamps, medical expenses, child care expenses, student status, bank statements and etc.

· Send the 52665 and 50058 to other agencies for billing.

· Prepare HAP contracts and prepare report for monthly HAP changes and enters all HAP checks into Tenmast/tenant and Landlord tab for deposits
· Responsible for the repayment agreements and debt owed by tenants
· Update port-out changes received 52665 in Tenmast
· Pull EIV reports

· Process Program violations

· Apply utility allowance
8.
Maintenance Supervisor is Responsible for:
· Organize, directs and assigns daily work schedules including printing work orders
· Maintains and updates inventory as needed

· Maintaining GHA vehicles in working condition and to comply with requirements

· Manages and orders shop supplies as needed

· Inspect vacant apartments for damages and make-ready
· Deals directly with contractors for work needed as assigned by ED

· Supervises Maintenance lead and aides, and collects timesheets for Payroll
· Completes Maintenance Monthly reports for both properties
9.
Maintenance Lead is Responsible for:
· Completes routine, emergency and preventive maintenance work orders

· Assist in the mowing operations at both locations

· Make ready operations at both locations

· Backup person for cleaning of all offices
· Alternates with other maintenance staff members on weekend emergency calls

· Inspect maintenance truck weekly

10.
Maintenance Aide is responsible for:
· Cleans offices three times a week

· Set out trashcans for the elderly and disabled weekly

· Assist in the make-ready operations

· Complete routine emergency and preventive maintenance work orders

· Assists in mowing operations

· Alternate on weekend emergency calls

· Pick up bulk items weekly

Executive Assistant
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