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8 JOB DUTIES AND RESPONSIBILITIES

Provide a brief statement describing the function of work or reason why the position exists. List duties indicating the percent of time spent for each area of
responsibility. If applicable, describe any unusual physical demands and/or unavoidable hazards of the position. Attach additional pages if necessary.

PERCENTAGES MUST TOTAL 100%  LIST DUTIES IN DECREASING ORDER OF IMPORTANCE / COMPLEXITY. THE NEED FOR SPECIAL LICENSE, POLICE COMMISSION,
KNOWLEDGE OR TRAINING MUST BE INDICATED BELOW, IF APPLICABLE.

75% Administrative assistance

> Provides full executive office assistance for the Chief Operating Officer which includes coordination travel,
arranging corporate events, and performing special projects as needed. Coordinates the schedule of the Chief
Operating Officer in addition to screening telephone call and visitors.

> Acts as liaison and maintains open lines of communication among senior executives, board members,
shareholders, middle management and administrative staff. Interfaces with the Governor’s Office, the Louisiana
Congressional Delegation, and elected state and local government officials. Provides assistance to and answer
correspondence from Corporation constituents such as developers and financial institutions.

» Monitors complex contracts and/or grants agreements, applications, budgets, amendments, and sub-grant
agreements in accordance with statutory and regulatory requirements and the Corporations policies and
procedures.

> Writes correspondence; proofs and edits press releases and other documents to ensure accuracy and consistency.
Creates and modifies documents using Microsoft Office Suite, Adobe Acrobat Professional, and Nuance
applications. Reviews and disseminates incoming correspondence to the Chief Operating Officer or appropriate
staff member(s). Performs administrative support activities such as maintaining files and records.

» Coordinates and set up high-level conference calls, board and management meetings, special events and travel
arrangements for top executives. Prepares material for meetings such as agendas, handouts, binders, etc. Attends
meetings and transcribes minutes.

> Provides administrative assistance to program administrators and department managers in Human Resources,
Technology Services, Procurement, and Property and Record Management.

10% Travel
> Serves as the travel coordinator and arranges LHC staff travel for all Corporation related travel. Monitors to

ensure compliance in accordance with federal, state, and Corporation laws, regulations, rules, policies, and
procedures.

10% Social media and communication

» Posts to LHC website. Maintains LHC Facebook and Twitter presence through posting special events and housing
legislation. Writes for the Corporation’s Website and social media properties.

> Serves as a member of the briefing team. Works with the LHC staff to gather relevant facts, documents and
background to be included in briefing material. Prepares talking points and other briefing material for Corporation
staff and board members attending events, including groundbreakings, press events and personal discussions.
Draft/edit briefing memoranda for inclusion in the briefing materials. Conducts follow-up activities with
appropriate LHC staff to inform them of assignments made at briefing meetings.

> Creates messages for the Corporation’s staff. Assists with researching and writing press releases about
Corporation activities. Sends informational email blasts to LHC partners and stake holders.
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5% Responds to Loan Confirmation requests from Jendei's regarding LHC HOME loans.
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