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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. 

55% Programmatic 

-Serves as the liaison with the State, Federal, Continuum of Care and local community lead agencies

-Responsible for the annual completion of the HUD application to secure federal funding for the pr�ject

-Responsible for implementation and inclusive oversight of the project

-Responsible for managing and monitoring of contracted case management agencies

-Plans and coordinates contractor program monitoring; providing essential data defining program expectations

-Responds to program inquiries from the community

-Conducts on site monitoring review of programs to ensure compliance with local, state and federal guidelines

-Completes monitoring reports, in a timely manner, and follow up as required on all corrective action plans

-Maintains records, reports, and manages correspondence related to the assigned programs

-Manages participant files in the HUD mandated HMIS database, as well as the Emphasys program database

-Request, receives and determines eligibility of housing referrals from the coordinated entry system

-Coordinates the assignment of referrals for participant case management

-Projects, budgets and manages HUD resources in an effort to implement and sustain the program effectively

-Completes quarterly participant re-certifications; maintains files in accordance with HUD regulations

-Organizes and facilitates participant orientation to educate participants on the program policies and procedures

-Works with landlords and property managers to  ensure contracts and hosing correspondence is complete and accurate

-Develop, revises and maintains policies and procedures in accordance with HUD regulations to substantiate ongoing program
operations are implemented and sustained

-Completes Housing Quality Standard (HQS) inspections

-Manages projects to ensure all benchmarks are met

30% Budget 

-Works closely with the fiscal officer to effectively project, budge and manage the CoC RRH and HOME TBRA and HUD resources
in an effort to implement and sustain the program

-Completes Master requisitions for monthly rental payments to landlords and utility allowances to participants

-Works with the fiscal officer of the contractor to review the adequacy of the financial management system

-Reviews invoices for payment reimbursements; coordinate with contractor when additional documentation is required to approve
payment

-Determines if costs incurred are reasonable, allowable and allocable

-Ensures internal controls and accountability are being maintained

-Maintains current financial information as it relates to contractor budget

5% Training 

-Attends all trainings to advance knowledge and understanding of grants as related to federal funding

-Assists in the statewide training of contractors and subcontractors for federally funded programs

-Provides ongoing technical assistance and guidance to new and existing providers and staff

-Attends and represents the agency at community meetings, trainings and conferences related to homeless matters

5% Disaster 

This position is designated as essential staff in the time of a disaster. Staff must respond to emergencies, including floods, hurricanes 
or other emergency events as declared by the State or the agency director. Staff may be required to work long, additional hours off­
site, including State, Federal or non-profit organized shelters, In the time of a disaster, work may be required for an extended period 
away from primary office location. 
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5% Other duties as assigned. 
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