September 2003


	  Position Description


Title:  

Deputy Executive Director

Supervisor:  
Executive Director

Duties and Responsibilities

Responsible for assisting the Executive Director in the leadership and management of planning, organizing, directing, staffing and supervising for Public Housing, Section 8 Housing choice vouchers, Homeownership programs, Drug Prevention Activities, Resident Services, Maintenance, the Capital Fund Program’s Modernization efforts and Finance Management.  Graduate of an accredited 4-year college or university in public administration, accounting, business administration or related field required.  Five or more years of progressive administrative experience, extensive knowledge of appropriate HUD program regulations required.  Ideal candidate will also have experience in Mixed Finance Development, Low-Income Housing Tax Credit Developments and the issuance of Bonds relating to housing development and real estate acquisition.  Possession of or attainment of Public Housing Manager Certification required within one year.  Specific duties include but are not limited to the following:

Assists the Executive Director in the preparation of information, reports and recommendations for the PHA Board of Commissioners.  Attends Board meetings.

Oversees and coordinates all occupancy and management functions in public housing developments. Performs variety of tasks concerning efforts to fill vacancies and collect rents.

Acts on behalf of the Executive Director when the ED is absent.

Acting for the Executive Director, formulates plans and procedures, establishes deadlines, requires reports, analyzes problems, develops solutions, and resolves conflicts between individuals and groups within the PHA.

Oversees all activities of the Authority's financial operations.

Approves all bills and payments in the absence of the Executive Director.

Oversees the investment of Housing Authority's excess funds.

Assists in and coordinates the preparation and timely submission of the BHA's annual operating budgets and monitors expenditures during the year.

Maintains continuing surveillance of Federal, State and Local laws, regulations, guidelines, codes and ordinances pertaining to Public Housing and keeps current the PHA's library of such documents and reference materials. Provides pertinent copies to (insert Housing Authority) divisions for their information and utilization.

Develops and implements Housing Authority Safety Plan and maintains records as required by law.

Makes policy and decisions concerning Section 8 New Construction.

Acting for the Executive Director, responds to correspondence from Congressmen, other governmental officials, resident organizations, community groups, and business firms.

Plans and supervises the day-to-day activities of supervisors in the finance and occupancy areas and makes policy, administrative, and management decisions concerning problems in the daily operation of the Authority.


In cooperation with the Executive Director, oversees all personnel duties including advertising, interviewing and screening applicants for available Authority job positions, hiring, promotion, dismissal of employees, maintaining employee leave records, etc.


Oversees informal hearings with residents resolving resident complaints concerning housing management activities. 

Attends professional meetings, seminars and conferences to keep abreast of new trends, activities and concepts in Public Housing. Supports, assists and works with other PHAs and affiliated organizations in joint efforts, which are mutually beneficial.

Prepares narrative and statistical reports and reviews reports prepared by other staff members for internal and external use.

Performs other related duties as assigned.

Knowledge and Qualifications

Four-year degree in Business or Public Administration from an accredited college or university or a comparable amount of training or experience in administration of Public Housing programs. Five years of responsible managerial experience in public housing or in a closely related field, e.g., a regulatory agency, or an equivalent combination of experience and education.

Comprehensive knowledge of the modern principles, practices, and techniques pertaining to 

management of low-rent and Section 8 housing programs. A Public Housing Manager Certification is required within one year.

​
Comprehensive knowledge of the relationship between the Authority and federal, state, and local jurisdictions and their abilities to provide funds or other support to the Authority.

Comprehensive knowledge of federal, state, and local laws and regulations pertaining to public housing authorities and Authority operating policies and procedures.

Thorough knowledge of the principals, practices and techniques of personnel management, and budgeting and accounting.

Comprehensive knowledge of laws and HUD regulations pertaining to modernization and development programs.

​
Some knowledge of the modern principals, practices and techniques of maintenance and other functional areas within the PHA.

Some knowledge of the function and operation of the construction and bond finance industries.

Computer skills, including word processing and ability to maintain data in MLS.

Skill in addressing the public and other bodies and presenting information in a clear, organized, and convincing manner.

Bondability.

Valid Texas drivers license.

Eligibility for coverage under (insert Housing Authority) fleet auto insurance.

Supervision Received and Given

The employee receives general instruction from the Executive Director. Normally, the employee plans and carries out work activities with minimal supervision and independently resolves problems that arise. The employee receives specific instructions when an unusual situation or problem has arisen. The employee's work is reviewed for conformity to organizational policies and attainment of objectives.

Employee makes specific and broad assignments to Finance, Housing Management, Intake and Admissions, Section 8, Resident Empowerment and Planning & Development  staff. Generally, the employee makes assignments by setting deadlines and priorities, and shows the quantity of work expected. The employee reviews subordinates' work, prepares performance evaluations, counsels and disciplines employees.

Guidelines

The employee does routine duties following established HUD and Agency guidelines. Often the employee resolves problems by using personal judgement based on prior experience. Situations not covered by guidelines are referred to the supervisor or handled independently, depending on the circumstances.

Complexity
The employee performs a wide variety of related activities. The employee identifies what needs to be done and determines how to accomplish it. The employee plans, coordinates, integrates, and ranks the tasks. The employee occasionally makes 

decisions regarding unusual circumstances, or conflicting data. Problems or issues are relatively easy to identify. Decisions made by the employee may involve several departmental units within the organization.
Scope and Effect
The Deputy Executive Director is a significant employee in the management and operation teamwork of the Agency's housing programs. The employee's work affects applicants, the residents, Agency employees, community groups and support agencies on a continuing basis. Successful accomplishment of duties by the incumbent enhances greatly the Agency's ability to meet its basic mission of providing housing that is decent, safe and sanitary.

Personal Contacts

The employee has contact with Agency employees at all levels and with various categories of persons including; applicants, residents, resident association officers, officials and representatives of various social service, contractors, consultants, city agencies and city, state and national politicians.

The primary purposes of contacts are to gain, clarify, or give information; plan, coordinate, and advise on work efforts; motivate, influence, or direct persons or groups; and to justify, defend, negotiate, or resolve controversial matters or issues.

Physical Demands

Work is primarily sedentary and may involve physical exertion during visits and inspection of units and developments, travel to meetings, conferences or workshops in other cities and employee may be subject to call after normal hours due to disturbances, criminal activities, or other urgent needs.

Work Environment

Work involves the normal risks and discomforts associated with an office environment and visits to outdoor developments, meetings, sites, dwellings, or facilities.
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