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Job Code: 173450
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Audit Date:

Comments:

Log Number: 184729

Consultant: CDhU

Supervisor: JLR



STATE CIVIL SERVICE

POS |T| O N D ES C R | PT| O N P.O. BOX 94111 = CAPITOL STATION

BATON ROUGE, LA 70804-9111
Form Revision Date: 7/2021 PDS@I V

STATECIVILSERVICE

1 TYPE OF REQUEST
Check appropriate request boxes. If master job description, please attached master list of positions.

XI uppATE ] AGENCY APPEAL ] MASTER ___ # requested

[] JOB CORRECTION [ ] 5.3 APPEAL [] cAReER MAJOR AGENCY CODE & POSITION NUMBER
PROGRESSION GROUP REREONREL AREA BRO0R 50468978

] NEW POSITION 0404

CURRENT OFFICIAL JOB TITLE (IF POSITION IS IN A CPG, LIST CAP OF ALLOCATION) CURRE:;;?;LWEL . SRR OFFICI?;;;CODE

EXECUTIVE MANAGEMENT OFFICER i

REQUESTED OFFICIAL JOB TITLE REQUESTED PAY LEVEL | REQUESTED OFFICIAL JOB CODE

_ 2 INFORMATION REQUIRED FOR NEW POSITION ror 1A GOV HCM AGENCIES ONLY

ORGANIZATIONAL UNIT NUMBER WORK PARISH
50025981 EBR

PERSONNEL SUBAREA
5000

EMPLOYEE GROUP (CHOOSE ONE)
] FTHOURLY

X FTSALARY
[] PTHOURLY
COST CENTER GRANT FUND WBS ELEMENT ORDER

3 GENERAL INFORMATION

EMPLOVEE’S NAME — LAST, FIRST Employee Qualifies ForJob | HUMAN RESOURCES CONTACT
VACANT Oves Ono DENISE ACKOURY
AGENCY/DEPARTMENT — OFFICE — DIVISION HUMAN RESOURCES TELEPHONE
LOUISIANA HOUSING CORPORATION / QUAIL / EXECUTIVE ADMINSITRATION ( 225 ) 763-8841

OFFICIAL TITLE OF SUPERVISOR DIRECT SUPERVISOR'S POSITION NUMBER HUMAN RESOURCES EMAIL
EXECUTIVE DIRECTOR 50308469 DACKOURY@LHC.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

0 NUMBER OF DIRECT
[ REVIEWS AND APPROVES WORK ~ [] PREPARES & SIGNS PES RATING [0 APPROVES LEAVE SUBORDINATES
6 ATTACHMENTS Check to indicate attachments.
[X Organizational Chart {required) [X] Duties / Responsibilities (required) [J 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.
| certify that | have reviewed the position description. | disagree with a portion of
EMPLOYEE the contents and have attached comments.
D | certify that | agree with this document.
DATE
D | certify that | have reviewed the position deseription. | disagree with a portion
DIRECT SUPERVISOR of the contents and have attached commaents.
DATE
) ’x‘ | certify that | agree with this document.
APPOINTING AUTHORITY (R. d
ew_ D I certify that | have reviewed the position description. |

disagree with a portion of the contents and have attached

comments.
PR, i s 20
PRINT NAME AND TITLE OF APPOINTING AUTHORITY
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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 Louisiana Housing Corporation is a non-paid LaGov/HCM agency. The Executive Management Officer
will work as the Special Assistant of the Executive Director for the Louisiana Housing Corporation (LHC) by
providing high level expertise for project planning and management; coordinating and participating in
development and implementation of policies. Coordinating and performing professional and confidential
special projects functions; work activities for initiatives and other administrative duties as assigned.

40%

= Prioritize and manages multiple projects simultaneously and follow-up on time-critical issues; directs
assigned projects as necessary and serves project lead for planning of special events and meetings,
coordinate and execute under the direction the Executive Director; special projects may include task
implementation, scheduling, logistics; staff communication; special research assignments, processes and
preparation, collection, and review. Prepares a wide variety of material for the purpose of documenting
activities and issues, assists in research, content development; and creation of presentations.

® Review current/long-range programs and planning; prepare revisions to enhance operations and report
recommendations; advise the Executive Director on internal policy and organizational issues to ensure
the activities and needs of the organization support the Corporation’s mission; and as requested, prepare
and/or update drafts of policy for review.

35%

® Responds to and meets with a broad range of internal and external individuals, constituents,
organizations, frequently related to matters of immediate concern, and coordinates responses, solutions,
and follow-up with the Executive Director. Serve as liaison between internal and external
communication and management to resolve problems and expedite resolutions.

= Provide analyses and recommendations for process improvements and develop systematic procedures
that enhance the effectiveness and efficiency of the Corporation; participate in the strategic planning
process; monitor initiatives established by the Executive Director to ensure timely and successful
completion by all staff; recommend department initiatives in order to implement professional growth and
development for Corporation.

20%
® Track Executive Director’s deadlines based on agreed priorities and deadlines assigned; assist the
confidential assistant with planning, organizing and setting up meetings on behalf of the Executive
Director; research, collects and prepares background information and materials as necessary; at times
may be required to schedule sensitive and confidential appointments in conditions that require the
utmost discretion.

5%
® Perform other duties as assigned.

Position Description SCS will keep this document for six (6) years. Page 2 of 3




INVOVA sueag epualg uosiUBeH ejueys UIJB} BPUBIOA unojg ejsexeN uosiaydIq sojoie) | uojbuilysepn 291y

868906 LY ONA
GZ689v0G - 1929€£0G
JELT) £9/29%05 8682506 £8780£05 £/66950G
juswabeuey lojelsiuiwpy 100150 ¢ J0j0alig welboid  JojensiuIpy
ﬂb_u_...o.mxm 22UEBUIH m_..__w_.._OI wE-&..onOmuEU ._an.m-.___ﬂ ho__On— _Qw...z.._oo mzuﬂowxm &b_um_._-m_:_:._ﬁ{ uEjUNOOY N Ja2diQ oju] Jjgngd
1 | | | | N | | | | | | | | |

X

syooug Aueg

LEVIOE0S
juejsissy [eljuspyuo)

‘Azeamg Aojpelg

69¥80€0S
10)0311 SAND3XT Wi

L20Z/L1 J0}2a.1g 8Al}noaxg — uoijedodion Buisnol eueISINOT



