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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.

The Compliance section is presently responsible for monitoring compliance with governing documents from compliance period
through the extended use period of each property in the LHC portfolio. The developments monitored are funded through Low Income
Housing Tax Credits, HOME, CDBG, FDIC, Multifamily Bond and other HUD programs or a combination of these funding sources.

40% This position requires the performance of daily interaction, explanation and guidance to Owners,
Developers, Property Managers and Staff regarding applications of program policies, changes or particular
situations that arise needing a definitive decision based upon existing regulations, codes and standards. This
position also assigns project caseloads to individual staff, approves travel schedules, and provides information
and support for other departments within LHC. The Housing Finance Supervisor will create statistical reports
and provide training to staff and property managers concerning programs, policies and applications. The
Housing Finance Supervisor will create and implement policy guidelines with proper approval. The Housing
Finance Supervisor is required to have a thorough knowledge of program requirements as well as knowledge of
peripheral governmental housing regulations.

30% This position has responsibility for performing oversight duties of a Housing Finance Specialist 1-3. To
perform this oversight responsibility, a thorough knowledge of program guidelines and rules is required.
Program guidelines encompass IRS Section 42, HOME, CDBG, FDIC, Multifamily Bonds and/or other HUD
programs along with Fair Housing, ADA and Uniform Federal Accessibility Standards (UFAS). The Supervisor
must stay current with changes and educate, train and direct staff to implement regulations and new guidance
from the Corporation’s Federal partners. Program oversight is accomplished by monitoring single and
multifamily housing units to assess the accuracy of tenant applications, lease and a physical monitoring of units
for health, safety and maintenance to assure that every resident is granted the opportunity to obtain safe,
affordable and energy efficient housing. The Supervisor works with staff to maintain the status of corrections,
repairs or renovations needed at various developments within the Corporation’s statewide portfolio.

15% This position will require the review of staff reports, close out letters along with request for Form 8823
and/or other appropriate actions of staff. The Supervisor will edit and revise reports, request and responses as
needed to verify correctness and appropriateness. This position requires the approval of staff requests for travel,
leave usage, supplies, CPTP and other job related training.

10% The position requires maintenance and updates to Excel tracking spreadsheets related to monitoring
reviews and the status of monitoring reports and close out letters. Duties also include logging in new projects
into the department’s portfolio after review of transfer documents and acceptance. The position requires
entering into and monitoring Housing Development Software (HDS) as the accepted system of record.

5% The position requires meeting attendance to support the Corporation, department, other programs, and/or the
assistance of other state agencies and the public. The position may perform other as assigned.
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