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Form Est: 03/2015
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Allocation Action:
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Pay Level: AS-611
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Position Audited: No

Audit Date:

Comments: New position #50549314 created.
Log Number: 139838
Consultant: KCW

Supervisor: HHH
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COMPENSATION DIVISION

POSITION DESCRIPTION DEPARTMENT OF STATE CIVIL SERVICE
Gt Rt Bt MR P.0. BOX 94111 — CAPITOL STATION
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CSP v
[ 1 TYPE OF REQUEST
Check appropriate request boxes. If master job description, please attached master list of positions.
] upDATE [C] AGENCY APPEAL ] MASTER ___ # requested
[] JoB CORRECTION [] 5.3 APPEAL ] cAReer MAJOR AGENCY CODE & POSITION NUMBER
PROGRESSION GROUP PERIGHNELAREA CODE
X NEW POSITION —
CURRENT OFFICIAL JOB TITLE (IF POSITION IS IN A CPG, LIST CAP OF ALLOCATION) ORI PALLEVEL CURRRNEQFRERLIE CORE
REQUESTED OFFICIAL JOB TITLE REQUESTED PAY LEVEL REQUESTED OFFICIAL JOB CODE
Administrative Coordinator 4 AS611 168070
2 INFORMATION REQUIRED FOR NEW POSITION ror La Gov Hem AGENCIES ONLY
ORGANIZATIONAL UNIT NUMBER COST CENTER NUMBER /FUND WORK PARISH PERSONNEL SUBAREA
50025985 East Baton Rouge 5000
EMPLOYEE GROUP (CHOOSE ONE)
[] FrHOURLY [X] FTSALARY [] PTHOURLY
3 GENERAL INFORMATION
EMPLOYEE’S NAME — LAST, FIRST Employee Qualifies For Job HUMAN RESOURCES CONTACT
[Jves [Ono Denise Ackoury
AGENCY/DEPARTMENT — OFFICE — DIVISION HUMAN RESOURCES TELEFHONE
Louisiana Housing Corporation/ Asset Management - Quail Drive ( 225 ) 763-8700
OFFICIAL TITLE OF SUPERVISOR DIRECT SUPERVISOR'S POSITION NUMBER HUMAN RESOURCES EMAIL
Compliance Examiner Assistant Manager 50494061 dackoury@lha.la.gov
4 COMPARATIVE POSITIONS List positions that have similar or identical duties to this position.
INCUMBENT NAME POSITION NUMBER OFFICIAL JOB TITLE / AGENCY
5 SUPERVISORY ELEMENTS ORGANIZATIONAL CHART MUST BE ATTACHED
[ DETERMINES WORK ASSIGNMENTS [] RECOMMENDS HIRING/PROMOTIONS [] TRAINS STAFF NUMBER OF
0 DIRECT
[0 REVIEWS AND APPROVESWORK ~ [[] PREPARES & SIGNS PES RATING [0 ApPROVES LEAVE SUBORDINATES
6 ATTACHMENTS Check to indicate attachments.
B4 organizational Chart (required) [X] Duties / Responsibilities (required) O comments [] MID Position Numbers [] Contracted Personnel Form
7 SIGNATURES Sign and print below.
D | certify that the information in this document is true and correct to the best of
DATE
my knowledge.
D | certify that | have reviewed the position description. | disagree with a pertion of
EMPLOYEE the contents and have attached comments.
D | certify that | agree with this decument.
DATE
D | certify that | have reviewed the position description, | disagree with a portion
DIRECT SUPERVISOR of the contents and have attached comments.
. ' —~ DATE
/ .{_. E | certify that | agree with this document.
HORITY (R A\ A
fRaai ) [ 1 cortify that | have reviewed the position description. |
\\ \ v disagree with a portion of the contents and have attached
i 1 1\ /Y | " ‘ comments,
t -‘.\'.‘.' L LA [ /W ":.” e 2 ™IS =T
PRINT NAME AND TITLE OF APPOINTING AUTHORITY L~ L L1 DL o
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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 TOTAL100%  LIST DUTIES IN DECREASING ORDER OF IMPORTANCE / COMPLEXITY. THE NEED FOR SPECIAL LICENSE, POLICE COMMISSION,
KNOWLEDGE OR TRAINING MUST BE INDICATED BELOW, IF APPLICABLE.

This position provides administrative support to the Asset Management Department, which includes Desk Monitoring,
Compliance / Construction, and Environmental Services.

30% - Performs clerical responsibilities to assist the staff of the Asset Management Division. Proofreads, edits,
and recommends revisions on policy manuals, letters, reports, and other written documents. Proofreads
documents and correspondence requiring the signature of a Team Lead. Serves as liaison for the Department
between and amongst other departments, customers, vendors and agencies in the scheduling of HQS certified
inspections and other related task.

25% - Compiles information from various sources and prepares reports, documents, correspondences and agendas
in accordance to departmental standards. Performs mail merges and mails follow-up notifications for fees, audits,
and documents; second request letters; HUD tenant data correspondence, and any other mass correspondence as
required.

20% - Organize and maintain departmental files; both physical and electronic. Performs electronic transfer of
LIHTC, HOME, CDBG applications to the Housing Development Software (HDS). Scans and uploads
Consent/Transfer Request documents. Performs quality control and data integrity review of files and master logs.
Maintains, organizes, and updates departmental record retention. Retrieves data from computer files and/or filing
cabinets for routine inquiries, section reports, and other sources of information. Scans and moves scanned files to
computer directories to archive electronic documents. Provides routine updates to all systems / data sources
utilized by the Department.

15% - Organizes training events and materials. Prepares travel authorizations, travel reimbursements and
requisitions for the purchase of supplies, equipment and agency apparel. Organizes and prepares materials for
board meetings.

10% - Performs other duties as assigned.
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Louisiana Housing Corporation — Asset Management

50308469

11/2017

Executive Director

Keith Cunningham

|

Executive Counsel

50457898

Jessica Guinn

Administrative Assistant 5
50308470

Miriam Bowie

Compliance Management

Desk Monitoring

Housing Finance Manager
50494062

Todd Folse

New (shared)

Vacant

Administrative Coordinator 4

Building Plans Examiner 1
50524092

Compliance Examiner Asst. Mgr.
50494061

Dione Milton

Administrative Coordinator 4
New (shared)

Vacant

Building Plans Examiner 1
50386927

Rick Carraway

Housing Finance Supervisor
50371506

ShaDavis Fletcher

Collette Oglesby

Housing Finance Specialist 3

Housing Finance Specialist 3

50308495 50308618
Jeffery Hevey Jessica Saloom
Housing Finance Specialist 3 Housing Finance Specialist 3
50340128 50474240
Joseph Durnin LaToya Stringer

Compliance Examiner 3
50474562

Frankline Kimbeng

Compliance Examiner 3
50474653

Sydney Edmonston




