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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% Program 

• Responsible for the oversight of the FY 12 Section 811 program and the new allocation FY 19 Section 811 program,
including submission of the federal application, reporting, community outreach and agency coordination

• Contact administration: Identification/Solicitation of new properties, execution of the Agreement For Rental Assistance
Contract (ARAC), Rental Assistance Contract (RAC), and recording of the Cooperative Use Agreement

• Competition of the Historical and Environmental Review for new properties
• Oversee, monitor and evaluates the administration of state and federal programs to ensure accountability and compliance with

state and federal regulations
• Monitors and evaluates the implementation of an assigned in accordance with program rules and regulations
• Reviews proposed federal regulations pertaining to the specialized pragmatic areas to assess/evaluate the impact at the state

and local level
• Researches, compiles and analyzes data relative to programs to evaluate federal, state and local resources
• Performs inter-agency coordination of activities with other state and local agencies that have shared or common goals
• Prepares and implements program changes in specialty areas when necessitated by changes in federal and state regulations for

the agency and local governments. Provides ongoing technical assistance to existing providers and train any new providers.
• Conducts regional meetings, as a forum for sharing information, discussing topics related to housing, as well as any problems

related to housing
• Prepares correspondence for complex and sensitive nature regarding areas of programmatic expertise
• Maintains the My Choice caseload; complete intake tasks, calculate rent, re-certifications, and payments
• Review and process payments for the CDBG-DR programs: Permanent Supportive Housing and Housing Supportive

Katrina/Rita Grants I & 2

20% Budget 

• Process payments/invoices for the Section 811 and CDBG programs; reviews and approves all request for reimbursements of
expenditures of program funding by statewide agencies; coordinate with contractor when additional documentation is
required

• Complies and submits Master Requisitions for the HOME TBRA and the My Choice rental assistance programs
• Works with the fiscal officer of the contractor, including the reviewing of adequacy of the financial systems and processes of 

the contractors
• Determine if costs is reasonable, allowable, and allocable
• Ensures internal controls and accountability are being maintained
• Maintains current financial information as related to provider budget
• Prepared federal reports as required

I 0% Training 

• Attends all trainings to advance knowledge and understanding of federal regulations as related to assigned programs
• Provides technical assistance for the assigned programs; plans, organized and conducts workshops on a statewide level to

provide technical assistance to agencies in receiving program specific funding. Prepares and implements program changes
when necessitated by changes in federal or state regulations for the agency and local governments.

• Attends and represents the agency at community meetings, training and conferences related to assigned programs.

5% Disaster 

• This position is designated as essential staff in time of disaster. Staff must respond to emergencies, including flooding,
hurricanes, or other emergency event declared by the state. May be required to work long and additional hours off-site,
including state, federal or non-profit organized shelters. In time of disaster, work may be required away from primary office
location for an extended period.

5% Other duties as assigned. 
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