COMPENSATION ADMINISTRATOR
DEPARTMENT OF STATE CIVIL
SERVICE

P.0. BOX 94111-CAPITOL STATION
BATON ROUGE, LA 70804-9444

POSITION DESCRIPTION APPROVAL

Form Est: 03/2015

tate Civil Service

Department:
Agency:

Position Number:

Allocation Action:
Official Allocation:
Job Code:
Pay Level:
Delegated:

Career Progression Group:

Master Job Description:
Effective Date:

Position Audited:

Audit Date:

Comments:

Log Number:
Consultant:

Supervisor:

0100 - EXECUTIVE DEPARTMENT
0A04 - Louisiana Housing Corporation
50465627

Affirmed

HOUSING FINANCE SPEC 3
170510

AS-615

No

Yes

No

08/27/2018

No

149321
KCW
HHH




POSITION DESCRIPTION

Form Revisi

on Date: 05/2016

COMPENSATION DIVISION
DEPARTMENT OF STATE CIVIL SERVICE
P.O. BOX 94111 — CAPITOL STATION
BATON ROUGE, LA 70804-9111
SCSPDS@1a.gov

1 TYPE OF REQUEST

Check appropriate request boxes. If master job description, please attached master list of positions.

E UPDATE I:, AGENCY APPEAL D MASTER ____ #requested
[] JoB CORRECTION  [] 5.3 APPEAL X1 CcAREER MAJOR AGENCY CODE & POSITION NUMBER

PROGRESSION GROUP PERSONMNEL AREA CODE

) i B W~ ol

] new posiTION s o4 G562 —l
CURRENT OFFICIAL JOB TITLE (IF POSITION IS IN A CPG, LIST CAP OF ALLOCATION) PR RRENTRACLEVEL CURRENT QFFICIAL 1B CODE
Housing Finance Specialist 3 AS-615 170510
REQUESTED OFFICIAL JOB TITLE REQUESTED PAY LEVEL REQUESTED OFFICIAL JOB CODE

2 INFORMATION REQUIRED FOR NEW POSITION ror L Gov Hom AGENCIES ONLY

ORGANIZATIONAL UNIT NUMBER
50536390

COST CENTER NUMBER /FUND

WORK PARISH

East Baton Rouge

PERSONNEL SUBAREA
5000

EMPLOYEE GROUP (CHOOSE ONE)
[J  FTHOURLY

X FTSALARY

O

PT HOURLY

EMPLOYEE SUBGROUP (CHOOSE ONE)
[] non-exempT [X] EXEMPT

3 GENERAL INFORMATION

EMPLOYEE’S NAME — LAST, FIRST Employee Qualifies For Job | HUMAN RESOURCES CONTACT
[Jves [no Denise Ackoury

AGENCY/DEPARTMENT — OFFICE — DIVISION HUMAN RESOURCES TELEPHONE

Louisiana Housing Corporation/Performance & Reporting/Quail Drive { 225 ) 763-8700

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

Business Analystics Specialist 50493629 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
Joel Harrell 503616591 Housing Finance Specialist 3
5 SUPERVISORY ELEMENTS ORGANIZATIONAL CHART MUST BE ATTACHED
[] DETERMINES WORK ASSIGNMENTS [] RECOMMENDS HIRING/PROMOTIONS [] TRAINS STAFF NUMBER OF
0 DIRECT
[ REVIEWS AND APPROVES WORK ~ [[] PREPARES & SIGNS PES RATING ] APPROVES LEAVE SUBORDINATES
6 ATTACHMENTS Check to indicate attachments.
B Organizational Chart (required) [l Duties / Responsibilities (required) ~ [] 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.
D | certify that | have { the position description. | disagree with a portion of
EMPLOYEE the contents and have attached comments.

DIRECT SUPERVISOR

(]
a

DATE

| certify that | agree with this decument.

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

DATE

PRINT NAME AND TITLE OF APPOINTING AUTHORITY

)

| certify that | agree with this document.

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

Position Description

SCS will keep this document for six (6) years.

Pagelof2




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.

50%

35%

10%

5%

Compliance, Monitoring and Reporting
Completes reporting associated with updating expenditures and closing tracking.

Reporting Liaison and Technical Assistance

Serves as a liaison between Federal and State Partners and Parish Officials to ensure the
Corporation adheres timely to reporting deadlines set by the federal government and/or the
granting agency. Provides technical assistance with recovery housing projects.

Program Management, Operations and Reporting

Manages applicant grant files within the Small Rental Property Program (SRPP). Performs a
benefit determination, which includes but is not limited to, ordering lead inspections from
vendor services, review files documentation for completeness, performing final inspection to
confirm correct scoring of items and amenities are in the property, and sending closing
instructions to closing agent.

Performs post-closing request to include but no limited to lien releases, subordination, sale
with assumption, and SRPP payoff. Performs recapture to include but not limited to contacting
applicants to request documentation and/or discuss various workout options.

Assist the Business Analytics Specialist in updating policy and procedures, and prepares and
keeps ECC agenda and decisions.

Performs other duties as assigned.

Position Description SCS will keep this document for six (6) years. Page 2of2
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