Position Description

Title:


Director of Section 8

Supervisor:
Executive Director

POSITION SUMMARY

The Director of Section 8 is under the general supervision of the Executive Director and is responsible for the effective development, implementation and operation of the Section 8 Existing and Moderate Rehabilitation Programs.  The Director of Section 8 supervises at least eight staff members and provides administrative and technical support for the Executive Director in matters relating to the Section 8 Housing Programs.

JOB DUTIES

Responsible for staff adherence to applicable state and federal program regulations.

Supervise the work of at least eight professional and paraprofessional staff members.

Coordinate interrelated program functions with other departments.

Responsible for make independent decisions which have a high degree of financial and/or legal consequence and which involves a high degree of technical complexity.

Responsible for HUD and PHA required reports, studies and proposals.

Develop annual departmental plan and budget for programs and evaluate the effectiveness on an ongoing basis and recommend changes where required.

Establish and maintain effective contact with significant groups or individuals representing important interests.

Responsible for development and implementation of internal programmatic procedures.

KNOWLEDGE, SKILLS AND ABILITIES

Thorough knowledge of Section 8 Existing and Moderate Rehabilitation operations and regulations.

Thorough knowledge of personnel development, direction and supervision.

Thorough knowledge of administrative practices and procedures.

Considerable knowledge of the PEA and housing specialist's areas.

Working knowledge of organizational structures of HUD, Metro Council, PHA's and other public agencies.

Some knowledge of other agency programs and structures.

Thorough ability to communicate both orally and in writing.

Considerable ability to work under pressure and with interruptions.

Thorough ability to solve problems.

Considerable ability to effectively organize and to systematize procedures.

Considerable ability to initiate work projects and to work independently.

Thorough ability to work with significant groups and individuals including all levels of personnel.

Thorough ability to delegate and accept responsibility and authority.

Working skill in writing reports, proposals, memos and letters.

Some skill in analytical assessment.

MINIMUM QUALIFICATIONS

The successful completion of any combination of seven years of related education and/or experience such as:

B.A. degree in housing, business administration or public administration.

Three years experience with a PHA including one year of supervisory experience.

PLUS:  Workshop training or coursework in areas related to management and administration desired.

