JOB DESCRIPTION - Secretary/Clerk for Section 8 Program

Job Summary:

This is a part time job comprising of general secretarial work with specialization in tenant related activities of the Section 8 Housing Choice Voucher Program. The activities consist of interviewing applicants. determining eligibility, computing rents and executing leases with landlords and tenants. Has constant contact with the public requiring the exercise of tact and diplomacy. Typing and computer expertise is essential.

Specific Job Functions:


1.
accepts applications, verifies income, determines eligibility and rents


2.
establishes schedule of tenant re-examinations and performs same 



according to schedule


3.
completes all paper work connected with tenants in executing lease with 



landlord


4.
inspects all housing for compliance with housing standards - pre-occupancy; 


re-examination and move-out as required


5.
maintains tenant files for Section 8 tenants


6.
conducts tenant orientation for Section 8 tenants


7.
types letters, forms, financial, occupancy reports and general typing as 



required


8.
acts as a receptionist and answers telephone


9. 
enters all tenant information in computer


10.
operates the computer as necessary in check writing, reports, tenant forms, 


etc.


11.
assists in the Conventional Housing Program as necessary in collecting 



rents, making deposits, accepting applications, etc.


12.
explains, discusses and answers questions concerning the Authority's role 


in the housing program


13.
interprets and clarifies standards, policies and procedures for the operation 


to ensure consistent compliance with state and federal regulations


14.
orders administrative supplies, forms and stocks as necessary


15.
performs other duties as assigned

Required Skills:


1.
ability to meet and deal tactfully with the public, tenants and fellow 



employees


2.
wide range of management and administrative skills


3.
ability to organize work load for top efficiency


4.
ability to make rent collections and change rapidly without mistakes


5.
understand and institute general procedures


6.
ability to read and interpret complex Federal Register and HUD handbooks 


and draft policies implementing the instructions therefrom


7. 
ability to type 40 word per minute accurately, construct sentences properly 


and have excellent knowledge of spelling


8.
ability to communicate with tenants and the public

Equipment/Materials Used

Typewriter, adding machine, calculator, copier, computer, general office equipment.

Working Conditions

Air conditioned office with little hazard to health or body. Some travel required. Mostly desk work. No heavy lifting or physical efforts required. Lots of reading.

