Position Description

Title: 
 Deputy Executive Director

Supervisor:
 Executive Director

DUTIES AND RESPONSIBILITIES

Direct plan and administer the activities of the Authority in accordance with the policies, goals and objectives established by the Executive Director. Assist the Executive Director in the development of the Authority’s operations that include Administration, Finance, Planning and Development, Housing Assistance Programs, Property Management and Maintenance Division. Performs a variety of tasks as outlined below.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned.

1.  Direct (insert Housing Authority) Operations for Property Management, Section 8, Finance and Human Resources functions of the Authority.

2.  Establish and maintain a comprehensive Risk Control and Safety Programs for the Authority.

3.  Establish and direct a comprehensive Training/Team Building Program for the Authority.

4.  Perform other duties and direct other functions as may be assigned by the Executive Director.

5.  Take overall responsibility of the Authority and its functions in the absence of the E D.

6.    Performs other duties as assigned.

QUALIFICATIONS AND KNOWLEDGE

Minimum qualifications include a bachelor's degree in accounting or business administration or an equivalent in training or experience. Must have at least three years of direct employment in an administrative capacity at a public housing agency. Must possess a PHM certificate or obtain one within one year of employment. 

Good knowledge of Authority policies, procedures and practices pertaining to Public Housing and Section 8 programs.

Ability to: Understand and follow moderately complex written and oral instructions; communicate and relate to persons of diverse backgrounds and abilities; establish and maintain effective working relationships with other employees and residents. Ability to be bonded. Posses a valid driver's license.

SUPERVISION RECEIVED AND GIVEN

The employee receives work assignments from the Executive Director. Employee completes work with minimum supervision.

The employee supervises the Director of Housing Operations and Receptionist/Waiting List Coordinator.

GUIDELINES

The employee generally follows experience in accomplishing assignments. Methods for accomplishing routine work are at the discretion of the employee, subject to existing HUD regulations and Authority policies, practices and procedures.  When unusual situations arise, the employee may request guidance from ED.

COMPLEXITY

The employee performs a variety of related tasks. The employee is required to exercise personal judgment in making decisions in accomplishing assignments.  

SCOPE AND EFFECT

The employee’s work primarily affects the administrative output of the Authority. The position requires confidentiality in the handling of staff's payroll and personnel files.

PERSONAL CONTACTS

The employee’s personal contacts are with applicants, residents, and other employees and with outside sources and agencies while representing the authority.  

PHYSICAL DEMANDS

Work is principally sedentary, but may involve some physical exertions, such as kneeling, crouching, or lifting to obtain files and records and office supplies, and eye strain from working with computers and other office equipment.

WORK ENVIRONMENT

Work involves the normal risks and discomforts associated with an office environment, but is usually in an area that is adequately heated, lighted, and ventilated.

