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JOB DESCRIPTION

Director of Economic Self Sufficiency & Client Services

DALLAS HOUSING AUTHORITY 
JOB DESCRIPTION
	TITLE:
	Director of Economic Self Sufficiency & Client Services
	JOB CODE: 2550
	

	PREPARED:
	January 2006
	FLSA:  Exempt
	

	Revised:
	February 2009
	
	


Summary:  Under limited supervision, directs the activities of the Applications and Assignments, Economic Self-Sufficiency, Resident Housing and Resident Services Departments to meet DHA goals and objectives; establishes priorities and monitors operational performance and progress towards goals; manages subordinates by planning and directing activities and strategies.
Essential Job Functions:  The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this classification.  Shown are duties intended to provide a representative summary of the major duties and responsibilities. Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, position-specific duties.
· Provides leadership and direction to the Department Directors for their departmental implementation plans, programs and operations; monitors the operations to assure the departments work cooperatively, comply with regulatory requirements, and achieve tactical goals and outcomes.

· Establishes tactics, approves resource requirements, and monitors resource utilization required to achieve goals; organizes management strategies to assure proper execution of department operations and DHA programs.

· Assures fiscal accountability; develops annual budgets and forecasts with monitoring mechanisms to facilitate reporting and financial analysis; manages the collection, analysis and reporting of monthly operational and financial data. 

· Carries out the President/CEO’s priorities and completion timelines for the operations of assigned DHA departments and programs.
· Manages the implementation of new directions for DHA, its departments and senior personnel.

· Manages departments’ performance and productivity; directs the continuous improvement of the work outcomes; and assures the satisfaction of internal and external customers. 

· Interprets DHA policies and procedures for Department Directors, advising them of effective strategies for resolving complex issues in public housing. 

· Assures effective communication of issues and strategies between assigned DHA departments and external agencies.
· Advises subordinates on personnel and operations issues, and coordinates their resolution; effectively addresses personnel issues in order to promote a productive work environment, and the effective development of department staff.
· Manages departments’ performance and productivity to ensure conformance to standards established by President/CEO.
· Interprets laws and regulations; assures DHA activities are in compliance with all laws, policies, regulations, and the President/CEO’s strategic directions; enforces all aspects of confidentiality of client information according to the standards of the Privacy Act of 1974, {U.S.C. § 552A} as amended.

· Enthusiastically promotes the President/CEO’s priorities for the operations of DHA.

· Performs other duties as assigned or required. 

Knowledge and Skills:

· Knowledge of DHA organization, operations, policies and procedures.

· Knowledge of applicable state and Federal statutes, rules, codes and regulations.

· Knowledge of current political and economic trends in state and Federal government activities. 

· Knowledge of principles, practices, and trends in public housing.
· Knowledge of the principles and practices of legal, ethical and professional rules of conduct.

· Knowledge of techniques and practices for efficient and cost effective management of resources.

· Knowledge of the principles of record keeping and records management.

· Knowledge of business and personal computers, and spreadsheet software applications.

· Skill in analyzing complex administrative and operational data and issues, evaluating alternatives, and making logical recommendations based on findings. 

· Skill in effective leadership, conflict management, and delegating tasks and authority.

· Skill in assessing and prioritizing multiple tasks, projects and demands.   

· Skill in investigating, analyzing and resolving complex and sensitive issues and complaints. 
· Skill in working under pressure of deadlines, and establishing and maintaining cooperative working relationships with other DHA staff.

· Skill in effective communication, both verbal and written.
· Skill in interacting with people of different social, economic, and ethnic backgrounds.

MINIMUM QUALIFICATIONS:

Bachelor’s Degree in Business or Public Administration or a related field; AND five (5) years professional program management work experience, including four (4) years public housing program management experience; OR equivalent combination of education and experience.

Certification in Rent Calculation/Public Housing Occupancy. 
Resident Service Coordinator Certification.

FSS Case Manager Certification.
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