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Assistant Director Occupancy

Job Purpose: 

Direct, develop and implement policies and procedures to achieve and maintain optimum operational effectiveness and utilization.  Partner with and provide support to other managers/supervisors to ensure consistency within the departments for compliance with policies and procedures and federal guidelines.  Provide direction to occupancy staff maintaining production and quality of work completed by: managing work assignments; ensuring the training, evaluation and personal development of employees; handling difficult problems; managing the development of unit products and services; monitoring work unit resources; and HUD performance rating system. Provides professional and functional services to the county and its citizens, clients, and general public.

Supervision by Incumbent: 

Directs employees, which may include managers/supervisors who are responsible for completion of multiple tasks, goals and duties.  Evaluates staff performance and recommends hiring, terminate and discipline actions with the approval of the department head.  Directly manages the occupancy staff and a mix of supervisory, clerical and professional employees.

Essential Duties, Responsibilities:

1. Directly responsible for management of occupancy staff.

2. Conducts compliance reviews to ensure HUD guidelines are being met and performance indicators are documented.   Assess effectiveness of service delivery methods; identify opportunities for improving service and implement improvements.

3. Prepare reports and complies data as required by the department and governing agencies.

4. Implements and maintains quality control procedures.

5. Assist in establishing policies and procedures.

6. Manages a small caseload.

7. Maintains good working relationships with other agencies, county, state and federal departments and keeps staff informed.

8. Coordinates activities and programs with other departments to expedite work and improve interdepartmental performance using tact and diplomacy. 

9. Attends various committee meetings and may represent the county on local boards.

10. Conducts workflow analysis to eliminate inefficiencies in the department.

11. Recommends policies and procedure for the Occupancy section and ensures compliance with other areas of the department. 

12. Staff resource for questions regarding customer, client or citizen issues, regulations and policies.

13. Operates within budget limitations to ensure program effectiveness and maximum utilization.

14. Provides and recommends staff training and facilitates HUD regulatory changes to staff. 

15.  Maintains knowledge of skills, processes and best practices in area of responsibility.

16. Acting Director in the absence of the Director.

17. Performs all other related duties as assigned.

Preferred Qualifications:

Knowledge/Experience: 

To qualify for this position, the following background and skill levels are preferred and are considered the normal hiring levels sought by a fully qualified individual:

Education or Certifications Preferred:

Preferred background and knowledge requirements:

· Associates/Bachelors degree in related field. 

· Minimum 3-year experience in managing an assigned caseload.

· Knowledge of legal guidelines, Federal Regulations, or similar compliance regulations.       
· Spreadsheet and/or word processing software knowledge and appropriate utilization experience preferred, with either specific specialized program applications or general applications 

· Excellent and persuasive oral and written communication/presentation skills. 

· Effective interpersonal, conflict resolution and leadership skills.

· The department head will determine other necessary skills.
· Licensing or certification may be required. 

· Knowledge of concepts, practices and procedures of field of specialty.

Necessary Skills:
For this position the following skills and abilities must be demonstrated at a level of proficiency or achieved within a normal and customary time period: 

· Works on complex problems. 

· Analyzes and reviews data utilizing factors within the department and governing agencies.

· Professional latitude in exercising judgment and discretion within defined policies and procedures and then determines course of action.
Physical/Mental Demands and Working Conditions: 

Physical Activity:

Lifting and transporting case files.  Daily sitting, walking and standing to complete assigned duties.  Working with unpredictable and potentially violent clients.  

Exposure to communicable and contagious diseases; potential for restraint situations involving clientele.

General Expectations:

Regular attendance is essential.  Requested accommodations to work hours and schedules are considered on an individual basis.  Ability to work well with others.

Environmental:

Must be able to perform the essential functions of the position without posing a direct threat to the health and safety of themselves or others.

Scope Level:

Independent Judgment/Autonomy

Under general direction, within the parameters of county and department or work unit policies and procedures and local, state or federal laws.

Revenue and/or Expense Levels by Categories:  

        Operate within parameters of approved budget.
Interpersonal Skills and Contacts:  

Internal: Interacts with other directors/managers and peers in the daily performance of duties. Also interacts with other county agencies and staff members, including Commissioners and judges.

External: Various outside vendors/professionals, citizens, clients, parties of interest, community, state and/or federal agencies.

Level of Decision Making/Problem Solving:  

· Exercises latitude in making decisions as delegated by department head or elected official.

· Works on problems of moderate complexity. 

· Analyzes and reviews data utilizing identifiable factors within the department. 

· Exercises judgment and discretion within defined policies and procedures and then recommends or implements course of action.
Competencies Table/Chart:

1. Knowledge Development-Builds skills among subordinates by pushing for high quality. Communicates frequently through the use of direct reports to enhance staff’s personal development. Sensitive to changing business demands and reacts accordingly.

2. Business acumen-Knowledgeable about influences that affect the organization/department or work unit and how those will impact the future.

3. Motivation of Others-creates an atmosphere that motivates employees to perform above and beyond what is required.

4. Trustworthiness-Is trusted widely in the organization. Practices ethical methods of doing business.

5. Team Building-Fosters open communication and creates a team environment

6. Diversity Management-Promotes diversity management, the county Affirmative Action Plan (AAP) and relates well to all employees and members of the public regardless of race, color, creed, gender, age, religion, national origin, citizenship, mental or physical disability, veteran’s status or political affiliation. Treats all employees and all members of the public equitably and fairly.
7. Professional Conduct/ Discretion-Ability to properly handle information of a highly confidential nature and conduct business with tact and diplomacy.


	This job description shows typical requirements of a position within this classification.  This description is not intended to be all-inclusive. Individual positions may vary slightly in functions, job dimensions and requirements.  Candidates whose disabilities make them unable to meet these requirements will still be considered fully qualified if they can perform the Essential Functions of the job with reasonable accommodation.
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