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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.

60% Directs/manages day-to-day operations of Housing Programs for the Louisiana Housing Corporation
(LHC); which include all Homeownership Programs and Initiatives, including but not limited to, Mortgage
Revenue Bond Program, National Foreclosure Mitigation Program, Market Rate Government and Non-
Government Program, Homebuyer Counseling and other programs related to the encouragement and or
sustaining of homeownership. Promotes and manages mortgage lending activity in the Corporation’s
homeownership programs. Provides needed outreach, support and participation of lenders, non-profits and
other partners and stakeholders to successfully promote homeownership. Leverages, integrates and
enhances funding sources to reduce foreclosures and evictions.

Emphasis will be placed on the expansion of homeownership opportunities in previously underserved areas of
the state. Implements and maintains the Homebuyer Education Program. Manages staff of the Multi-family
Division. Serves as the Corporation’s program representative in meetings with Bond Counsel, Financial
Advisors, Investment Bankers, and Trustee as assigned.

Prepares and recommends to the Chief Operating Officer policies and guidelines for planning implementation
of various housing programs administers by the State to ensure compliance with federal, state programmatic
and administrative regulations.

Oversees the development and processing of contractual agreements and amendments.

Reviews and analyzes corrective action plans to address and correct anomalies.

Responds via phone or written communication to inquiries from citizens, organizations or government entities
seeking information regarding programs.

30% Participates and represents the LHC in meetings, conferences and seminars. Meets and interacts with
other governmental agencies, utility companies and local community action agencies, which provide energy
related services to the low-income populations.

Assists with public awareness of the LHC programs and act as an agency representative in legislative
committee hearings. Works with local officials and other state housing and community development leaders
in formulating policies, plans and strategies for initiatives to address the state’s housing needs.

Reviews program correspondence to ensure policy compliance and procedural consistency.

Works with managers in preparing budgets, state plans and other financial and programmatic reports.

Reviews monthly analysis reports of program deliverables, projections, and outcomes. Implements specific
fiscal controls for tracking partners’ expenditures and progress to ensure accountability.
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10% Provides training and technical assistance to contractors to ameliorate complex programmatic,
administrative and fiscal deficiencies..

Performs other duties as assigned.
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