Position Description

Title:


Program Eligibility Analyst II

Department:
Section 8

POSITION SUMMARY

Under the intermediate supervision of the Director of Section 8, the Program Eligibility Analyst II assists in ensuring the efficient operation of the Section 8 Rent Assistance and Public Housing Programs by providing technical, development and implementing support in the Program Eligibility Analyst area.

JOB DUTIES

Provide technical supervision and training to Program Eligibility Analyst I positions, including maintaining HUD contacts and conducting Program Eligibility Analyst Area meetings.

Complete final selection procedures prior to Section 8 Certificate issuance and for income updates; coordinate final eligibility procedures with Property Management Specialist for all public housing applicants.

Assemble verified information and prepare public housing eligibility determinations and Section 8 applications for certification.

Conduct interviews for prospective client and current program participants.

Determine need for Interim Rent Changes and complete all established and required processing procedures; review and recommend for approval all completed Interim Rent Changes.

Establish and maintain contact with other Human Services delivery agencies; inform and refer clients as appropriate.

Research, develop, maintain and revise department forms, procedures and control systems as needed.

Perform other duties as assigned.

KNOWLEDGE, SKILLS AND ABILITIES

Considerable knowledge of human services resources.

Working knowledge of housing and community development programs for referral.

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

Considerable knowledge of all the other Section 8 Existing regulations and policies.

Thorough knowledge of department practices and procedures.

Working knowledge of other related departments.

Considerable ability to work with people from disadvantaged situations.

Considerable ability to communicate orally.

Considerable ability to communicate in writing.

Considerable ability initiate work projects and to function independently.

Considerable ability to work under pressure and to be flexible.

Considerable ability to perform simple mathematical functions with accuracy.

Considerable ability to be tactful and nonjudgmental.

Considerable ability to interpret and apply regulations.

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

Considerable ability to disseminate, discuss and discern information.

Some ability to understand technical legal forms and documents.

Considerable ability to be organized and to manage time effectively.

Considerable ability to be perceptive and responsive to needs for problem resolutions.

Considerable ability to make decisions and establish guidelines on income, assets and allowable expenses verifications.

Working ability to facilitate and conduct meetings.

Considerable skill in interviewing.

MINIMUM QUALIFICATIONS

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

Associate degree in human services or related field with coursework in management or education;

Experience in housing field or position such as financial intake worker.

PLUS:  One year of experience as a Program Eligibility Analyst I.

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