COMPENSATION ADMINISTRATOR
DEPARTMENT OF STATE CIVIL
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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
50480329

Affirmed

HOUSING FINANCE SPEC 3
170510

AS-615

No

No

No

01/17/2019

No

1-18-19: Agency contacted for previous position description.

153449
KMJ
HHH




COMPENSATION DIVISION

POSITION DESCRIPTION DEPARTMENT OF STATE CIVIL SERVICE

Form Revision Date: 05/2016 P.0. BOX 94111 ~ CAPITOL STATION

BATON ROUGE, LA 70804-9111
SCSPDS@la.gov

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

(<] uPDATE [] AGENCY APPEAL ] MASTER ___ # requested
D JOB CORRECTION D 5.3 APPEAL CAREER MAJOR AGENCY CODE & POSITION NUMBER
PROGRESSION GROUP PERSONNEL AREA CODE
50480329
[J NEw POSITION 0AO4
CURRENT OFFICIAL JOB TITLE (IF POSITION IS IN A CPG, LIST CAP OF ALLOCATION} FURBENT A LEWEL CLRABNT GRACINLICBAXRE
Housing Finance Specialist 3 AS-615 110510

ORGANIZATIONAL UNIT NUMBER
50464678

EMPLOYEE GROUP (CHOOSE ON]
[0 FfrHoury [XI FTsatARY []  PTHOURLY

COST CENTER NUMBER /FUND WORK PARISH

East Baton Rouge

PERSONNEL SUBAREA
5000

EMPLOYEE SUBGROUP (CHOOSE ONE)
[] NON-EXEMPT [X] EXEMPT

EMPLOYEE'S NAME — LAST, FIRST Employee Qualifies For Job HUMAN RESOURCES CONTACT

Plain, Willie KX Yes [JNo Denise Ackoury

AGENCY/DEPARTMENT — OFFICE — DIVISION HUMAN RESOURCES TELEPHONE

Louisiana Housing Corporation/ Recovery Housing / Quail Drive ( 225 ) 763-8841

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

Housing Finance Manager 50465625 dackoury@lhc.la.gov
INCUMBENT NAME POSITION NUMBER OFFICIAL JOB TITLE / AGENCY

Connie Hall 50534408 Housing Finance Specialist 3/ LHC

David Marguette 50308498 Housing Finance Specialist 3/ LHC

[ DETERMINES WORK ASSIGNMENTS [J RECOMMENDS HIRING/PROMOTIONS [] TRAINS STAFF NUMBER OF
(0} DIRECT
[J REVIEWS AND APPROVES WORK [ PREPARES & SIGNS PES RATING [C] APPROVES LEAVE SUBORDINATES

B organizational Chart (required) [X] Duties / Responsibilities (required) [] comments [] MID Position Numbers [] Contracted Personnel Form

D | certify that the information in this document is true and correct to the best of

DATE my knowledge.
D | certify that | have reviewed the position description. | disagree with a portion of
EMPLOYEE the contents and have attached eomments.
D | certify that | agree with this decument.
DATE
[ 1 certify that | have reviewed the position description. I disagree with a portion
DIRECT SUPERVISOR of the contents and have attached comments.
/ DATE

%:;Gr/'//' E | cartify that | agree with this document.
TING A ITY (Required) (

C. Ke|TH CUNNVING A &YﬂV\ il i el

EXEC - DIRECTOR. ‘ cemmer

FRINT NAM_E AND TiTL_E OF APPOINTING AUTHORITY

Position Description SCS will keep this document for six (6) years. Pagelof2



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 Management, Operations, and Reporting
Responsible for the financial management and reporting of parish administered Isaac Housing
programs in Southern Louisiana.

Works with various member of the Isaac programs to ensure that all financial technical and
reporting aspects of the Parish Programs are completed appropriately.

Reviews invoices to ensure the funds being requested are in accordance with programmatic and
federal regulations

Assists in the development and implementation of expenditure goals, objectives, policies,
procedures, performance objectives, standards, and reporting systems for specialized disaster
recovery program areas.

Provides up-to-date reports for each program for state and federal partners.

Assists the Neighborhood Landlord Rental Program where assistance is needed.

20% State, Federal, and Inter-agency Partnerships and technical assistance
Assists and coordinates the work of others within the OCD-DRU and LHC’s efforts to deliver tasks
outlined within the Isaac Program guidelines.

Provides technical assistance to parish and city officials during the implementation of Isaac housing
projects in accordance with state and federal regulations.

15% Monitoring and Compliance
Performs desktop monitoring of program activities from start to finish making certain that they are
following the correct guidelines and that the State delivers and needed assistance in a timely

manner.

Completes on-site monitoring visits to parish grantees and sub-recipients, and other entities to
ensure compliance with state and federal regulations and adherence to program policies.

Completes desk monitoring activities as a follow-up to the specific items reviewed during the
onsite visits.

5%  Performs any other duties as assigned.

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