Position Description

Title:


Housing Specialist-Section 8

Supervisor:
Director of Section 8

POSITION SUMMARY

Under the intermediate supervision of the Director of Section 8, the Housing Specialist assists in ensuring the efficient operation of the Section 8 Rent Assistance Program by briefing clients, completing leasing documents, maintaining owner contact and performing related functions.

JOB DUTIES

Conduct briefings for all certified program participants.

Develop and maintain rapport with owners/managers in assigned geographical area.

Prepare leasing documents and submit completed files to Research Analyst.

Assist clients in finding suitable housing.

Evaluate and complete studies on rent conditions and market availability.

Notify and confer with other staff regarding department functions, procedures and client status; request assistance from other involved areas as necessary.

Develop, maintain and revise control systems and department procedures.

Perform other duties as assigned.

KNOWLEDGE, SKILLS AND ABILITIES

Thorough knowledge of Section 8 Existing regulations and policies as they pertain to eligibility and briefings.

Considerable knowledge of rental market area.

Thorough knowledge of department practices and procedures.

Working knowledge of other related departments.

Some knowledge of other public agencies.

Working knowledge of tenant rights.

Thorough knowledge of leasing documents.

Considerable ability to work under pressure and to be flexible.

Considerable ability to initiate own work projects and to work independently.

Considerable ability to communicate orally.

Working ability to communicate in writing.

Considerable ability to work with people from disadvantaged situations.

Considerable ability to be tactful and non-judgmental.

Considerable ability to interpret and apply regulations.

Thorough ability to respect privacy and confidentiality of client interviews, information and files.

Considerable ability to be organized and to manage time effectively.

Considerable ability of performing simple mathematical functions with accuracy.

Considerable ability to work with staff in other related departments.

Considerable ability to discern information.

Considerable ability to sell program ideas and concepts.

Considerable skill in briefing clients.

MINIMUM QUALIFICATIONS

Any combination of the following education and/or experience which totals four years:

Baccalaureate degree in housing or related field;

Experience in such fields as property management, real estate or human services.

A valid driver's license and access to reliable transportation.

