JOB DESCRIPTION

3815 Resident Services Supervisor
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DALLAS HOUSING AUTHORITY 

JOB DESCRIPTION
	TITLE:
	Resident Services Supervisor
	JOB CODE: 3815
	

	PREPARED:
	February 24, 2010
	FLSA:  Exempt
	

	
	
	
	


Summary:  Under general supervision, supervises staff providing programs and services to clients; monitors and evaluates grant programs and activities that provide specialized assistance to clients.

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.

· Manages Resident Services Coordinators to assure the appropriateness of the programs and services provided to clients.

· Monitors and coordinates the activities of the Resident Services Coordinators; reviews and approves documents; counsels, trains and coaches staff; monitors work, develops staff skills, and evaluates performance.

· Tracks and monitors grant programs/activities to ensure implementation of grant goals and expenditure of grant funds on a timely basis.
· Attends resident council meetings and reviews audits of resident council resident participation fund expenditures for compliance.

· Identifies services providers and establishes MOU’s at housing sites as needed.

· Conducts resident needs assessments and monitors the retention of data in the DHA data system. 

· Identifies grants for resident programs and completes the grant application requirements,
· Provides reports on grant programs and status of program goals.

· Meets monthly with community organizations to discuss partnering with DHA to provide needed services to residents.

· Assures the satisfaction of customers in quality and responsiveness of services.

· Explains nature of DHA programs, procedures and services to clients; maintains absolute confidentiality of work-related issues, client records and DHA information.

· Supports the relationship between DHA and the constituent population by demonstrating courteous and cooperative behavior when interacting with clients, visitors, and DHA staff.

· 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 HUD and DHA programs, grants and services standards and procedures.

· Knowledge of community programs and services.

· Knowledge of personnel rules and budgeting systems.

· Knowledge of techniques in assessing individual needs.

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

· Skill in accessing individual needs and providing alternatives for meeting those needs.

· Skill in establishing relationships with community service providers.
· Skill in supervising staff and coaching to improve staff performance.

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

· Skill in operating a personal computer utilizing a variety of business software.

· Skill in effective communication, both verbal and written.

· Skill in interacting with people of different social, physical, economic, and ethnic backgrounds.

MINIMUM QUALIFICATIONS:

Bachelor’s degree in Sociology, Social Work or a related field, and five (5) years of social work or community services experience; OR an equivalent combination of education and experience.
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