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

[] uPDATE [] AGENCYAPPEAL [ ] MASTER ___ # requested

[] JoB CORRECTION [ ] 5.3 APPEAL X CAREER MAJOR AGENCY CODE & POSITION NUMBER
PROGRESSION GROUP FRESI e P

X] NEw POSITION 0A04

CURRENT OFFICIAL JOB TITLE (IF POSITION IS IN A CPG, LIST CAP OF ALLOCATION) CLRRENT R LEvE. CLIRKENT-ORFICtALIDE COBDE

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

HOUSING FINANCE SPECIALIST 3 AS615 170510

2 INFORMATION REQUIRED FOR NEW POSITION ror L4 GOV HCM AGENCIES ONLY

ORGANIZATIONAL UNIT NUMBER WORK PARISH PERSONNEL SUBAREA
50464677 EBR 5000

EMPLOYEE GROUP (CHOOSE ONE)
[] FTHOURLY

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

3 GENERAL INFORMATION

EMPLOYEE’S NAME — LAST, FIRST Employee Qualifies For Job HUMAN RESOURCES CONTACT
OvYes [Ono DENISE ACKOURY

AGENCY/DEPARTMENT — OFFICE — DIVISION HUMAN RESOURCES TELEPHONE

LOUISIANA HOUSING CORPORATION / MID-CITY / HOMELESSNESS SOLUTIONS ( 225 ) 485-8589

OFFICIAL TITLE OF SUPERVISOR DIRECT SUPERVISOR’S POSITION NUMBER HUMAN RESOURCES EMAIL

HOUSING FINANCE MANAGER 50482086 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

[J DETERMINES WORK ASSIGNMENTS [ ] RECOMMENDS HIRING/PROMOTIONS ] TRAINS STAFF
NUMBER OF DIRECT

[J REVIEWS AND APPROVES WORK ~ [] PREPARES & SIGNS PES RATING ] APPROVES LEAVE SUBORDINATES

6 ATTACHMENTS Check to indicate attachments.
X organizational Chart (required) Duties / Responsibilities (required) [] comments [] MID Position Numbers [[] contracted Personnel Form

7 SIGNATURES Sign and print below

| certify that the information in this document is true and correct to the best of
my knowledge.

| certify that | have reviewed the position description. | disagree with a portion of
the contents and have attached comments.

DATE

EMPLOYEE

O
O
D | certify that | agree with this document.
O

| certify that | have reviewed the position description. | disagree with a portion
DIRECT SUPERVISOR of the contents and have attached comments.

M DATE
APPOINTING AUTHORITY (Required) q )g%’ Z’ E’ | certify that | agree with this document.

DATE

D | certify that | have reviewed the position description. |

Era d ' e tj 5 w e a 2 disagree with a portion of the contents and have attached
I\’\+ erim~— C r€C LA 8 Ty : ]D\ éecYov comments.

PRINT NAME AND TITLE CF 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.

Job Purpose/Description:

A full-time position conducting street outreach for homeless families. Flexible hours, including evenings and weekends and an ability
to travel within the service delivery areas are required.

Job Responsibilities:

50%

35%

5%

Conducts street sweeps to identify and outreach homeless individual and families.

Conducts outreach in non-congregant shelters, encampments, under bridges, outdoors, in shelters,
soup kitchens, houses of worship, or other places where the homeless congregate.

Collaborates with other social service agencies to assist with homeless outreach efforts.
Documents service delivery accurately and timely in the electronic database system.

Ensures and maintains participant’s confidentiality.

Transports participants in agency vehicle in a safe, cautious and responsible manner.

Participates in all appropriate employee, supervision, and training meetings.

Works as part of the housing team.

Assumes other duties as assigned by the Manager or Director.

Serves as homelessness specialist, ensures appropriate guidelines are followed as applicable to proposed
scope of work.

Communicate verbally and in writing regarding homelessness assistance, Responds to request for
assistance from the community or other state partners.

Attend community meetings related to homeless initiatives within the designated region

Implement and provide housing guidance, stability and self-sufficiency resource: refer client to
appropriate support groups within the community

Develop create landlord data base- referral list- including eligibility and applications

Coordinate lease signing

Connect clients to mainstream resources\benefits: unemployment, medical, mental health and substance
abuse: Connect client to Social service programs- SNAP and child welfare benefits

Provide resources for the use of the client and introduce them to the appropriate support groups

Attends all trainings to advance knowledge and understanding of grants as relates to homelessness
Assist in the training of community partners for the programs

Attend and represent the agency at community meetings, training and conferences related to homeless
issues
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5%

e This position is designated as essential staff in time of disaster, staff must respond to emergency
situations, 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%
e Other duties as assigned.

Position Description SCS will keep this document for six (6) years. Page 3 of 4



Louisiana Housing Corporation — Homelessness Solutions

7 Chief Operating Officer

50450643

VACANT

i

Housing Fin. Deputy Admin

Administrative Assistant 4
50376137

Victoria Johnson

50465486 -

Leslie Pelotto

08/2021

r T T !
Executive Mgmt Officer Housing Fin. Manager Housing Fin. Manager Housing Finance Supervisor
50478423 50465621 50482088
Kelly Hogan Gordon Levine Winona Connor PROPOSED
1
] £
Housing Fin. Specialist 3 Housing Finance Supervisor Housing Fin. Specialist 3 Housing Finance Specialist 3
50361620 50572364 50361692
Proposed
Aundrea Braniff Joshua Dean Shalisa Scott
IT Liaison Officer 2 Housing Fin. Specialist 1
50541007 . 50593311
Clay Boykin Gay Owens

Housing Fin. Specialist 3
50558336

Carrie Patterson

Housing Fin. Specialist 3

_ 50593313

Jennifer Shaw

Housing Fin. Specialist 3
50361693

Vonetta Lacy

Housing Fin. Specialist 3
50319909

Angela Davis

Admin Program Spec B
50466998

Aimee LeBlanc

Housing Fin. Specialist 3
Proposed







