
                                                                                                   Title:  Executive Assistant




Deputy Director of Housing Programs & Services
      

Duties and Responsibilities

Responsibilities to administer, manage, maintain, plan and direct programs related to the Public Housing & Maintenance, Section 8 and Community Services departments.  The Deputy Director is responsible for the safekeeping of all property and records under his/her authority.  The Deputy Director is the liaison between the Executive Director and residents, administrative staff and outside contractors.  The Deputy Director is to evaluate data and requests and make recommendations to the Executive Director.

When assigned, the Deputy Director is to act on behalf of the Housing Authority, in the absence of the Executive Director, with the full authority of the Executive Director.  

Qualifications and Knowledge

Preferably a Bachelor’s Degree in Public Administration or Business Administration from an accredited college or university.  Five years responsible management experience or an equivalent combination of experience and education.
