POSITION DESCRIPTION

ADMINISTRATIVE ASSISTANT/HOMEOWNERSHIP ADMINISTRATOR
I.
INTRODUCTION
The incumbent in this position serves as Administrative Assistant/Homeownership Administrator for the Temple Housing Authority (THA), a member of the Central Texas Housing Consortium (CTHC), and performs general administrative and homeownership work.  The mission of this organization is to provide decent, safe and sanitary housing to persons of low income. This employee has the primary responsibility for Homeownership activities and administrative support which relate to the task of meeting CTHC’s mission. Administrative Assistant and Homeownership tasks are accomplished in accordance with federal, state and local regulations, and in accordance with CTHC’s policies and procedures.

II.
DUTIES AND RESPONSIBILITIES
A.
Assist the Administrative Manager/Project Coordinator in supervising the administrative staff, organizing and scheduling work for the administrative staff, and organizing and scheduling meetings, appointments and social functions.

B.
Perform the following Homeownership Program tasks:


1.
Program inquiries 

2. Application processing 

3. Market program

4. Process set-ups and draws through TDHCA

5. Coordinate closings with lenders and title companies

6. Coordinate required home buyer training classes

7. Coordinate each request for matching down payment funds from participating cities prior to closing 

8. Provide documents necessary for closings 

9. Ensure that all TDHCA documents for each homebuyer file are in compliance with the program and in the designated order
10. Prepare code violation letters as needed

11. Research and respond to Restrictive Covenant questions

C.
Serve as backup to the Administrative Manager/Project Coordinator.

D.
Provide administrative support (typing, copying, faxing, filing, collating, Internet research) as needed under the guidance and direction of the Administrative Manager/Project Coordinator.  

E.
Operate a variety of office equipment (copier, calculator, typewriter, fax, phones, computer, etc.)


F.
Other duties as assigned.

III.
EDUCATION AND SKILLS 
Employee must have a 2-year degree from an accredited college, or 4 years experience which relate to the Homeownership duties of this position, and possess the following skills:  advanced administrative office skills; the ability to meet and deal tactfully with Homeownership Program applicants, residents and employees; computer literate with knowledge of spreadsheet, database and word processing programs; accurately type 40 words per minute; operate general office equipment (typewriter, fax, copier, calculator, computer, etc.); the ability to prioritize work; and the ability to supervise administrative personnel (make work assignments and ensure tasks are performed accurately and as directed.)
IV.
CHARACTERISTICS 

Employee must possess effective written and verbal communication skills, a pleasant and courteous demeanor, strong organizational skills, mature judgement and the ability to work as part of a team.

V.
PHYSICAL REQUIREMENTS 
Employee must be able to stand and walk to conduct training and perform house inspections, sit for extended time periods using the computer and lift up to 20 pounds.

VI.
OTHER REQUIREMENTS 
A. 
Employee must possess valid Class C driver’s license and have a driving record which will meet requirements of the CTHC auto insurance company.

Employee must protect insurability by driving in such a manner both on and off the job so as not to be found guilty of DWI or have been issued a number of traffic violations which result in cancellation of the employee’s coverage or an increase in rates. Upon such notice, the Executive Director may terminate the employee for misconduct related to the job.

B. Employee must not be involved in the unlawful manufacture, distribution, possession, dispensation, or use of a controlled substance. The Executive Director may terminate the employee for these practices.

VII.
SUPERVISION RECEIVED

Employee is under the direct supervision of the Administrative Manager/Project Coordinator.

CERTIFICATION:
I have read and understand the above position description, and I agree to fulfill all job requirements.

______________________________________

____________________________

Employee Signature





Date
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