DEPARTMENT OF STATE CIVIL
SERVICE

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

POSITION DESCRIPTION APPROVAL

Form Est: 03/2015 STATECIVILSERVICE

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
50575203

New Position

HOUSING FINANCE SPEC 3
170510

AS-615

No

Yes

No
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POSITION DESCRIPTION ¢ soxsmii-casor station

Form Revision Date: 11/2016 BATON ROUGE, LA 70804-2111

STATECIVILSERVICE SLSPDYela.gov
1 TYPE OF REQUEST

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

[] uPDATE [] AGENCY APPEAL [ ] MASTER ___ # requested
(] JoB CORRECTION  [_] 5.3 APPEAL [X] CAREER MAJOR AGENCY CODE & POSITION NUMBER
PROGRESSION GROUP PERSONNEL AREA CODE
D] NEw POSITION _—
CURRENT OFFICIAL JOB TITLE (IF POSITION IS IN A CPG, LIST CAP OF ALLOCATION) SRR e CURRENTOFACIALIIE CO0E
REQUESTED OFFICIAL JOB TITLE REQUESTED PAY LEVEL REQUESTED OFFICIAL JOB CODE
AS615 170510

HOUSING FINANCE SPECIALIST 3

2 INFORMATION REQUIRED FOR NEW POSITION ror L4 Gov Hcm AGENCIES ONLY

ORGANIZATIONAL UNIT NUMBER COST CENTER NUMBER /FUND WORK PARISH
50571942 EAST BATON ROUGE

EMPLOYEE GROUP {CHOOSE ONE)
[] FfrHOURLY [X] FTSALARY [ ] PTHOURLY

3 GENERAL INFORMATION

PERSONNEL SUBAREA
5000

EMPLOYEE’S NAME — LAST, FIRST Employee Qualifies For Job HUMAN RESOURCES CONTACT
VACANT Cves Ono DENISE ACKOURY
AGENCY/DEPARTMENT — OFFICE — DIVISION HUMAN RESOURCES TELEPHONE
LOUISIANA HOUSING CORPORATION / RENTAL ASSISTANCE/ LHA / MID-CITY ( 225 ) 763-8841

OFFICIAL TITLE OF SUPERVISOR DIRECT SUPERVISOR'S POSITION NUMEBER HUMAN RESOURCES EMAIL
HOUSING FINANCE MANAGER 50474233 dackoury@lhc.la.gov

i COMPARAT'VE POS|T|0NS 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

[C] DETERMINES WORK ASSIGNMENTS [J RECOMMENDS HIRING/PROMOTIONS [J TRAINS STAFF MUMBER OF

0 DIRECT
[] 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.

| eertify 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

| certify that | agree with this document.
DATE

of the contents and have attache£ comments.

D | certify that | have reviewed the position description. | disagree with a portion
DATE d

| certify that | agree with this document.

GAUW /
- [ 1 certify that I have reviewed the position description. |

E . }%, 6‘0 Wﬂﬁma— * cd:;g":e:-lt\:lth a portion of the contents and have attached
CALA e DI g4l
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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.

50%  Performs monthly Quality Control reviews and records the results of those reviews in a method that
provides aggregated data in a usable format. Monitors performance and quality and ensures that issues are
communicated to management and staff, along with any recommendations for solutions or improvements.
Maintains a solid working knowledge of Housing Choice Voucher program regulations and administration in
order to offer guidance to staff and assist with compliance training as needed.

30% Efficiently reviews payment data prior to issuance to ensure payments are made in a timely and accurate
manner. Prepares month-end and year-end close out tasks and conveys information to management for review
and approval. Efficiently produce payments (including utility reimbursement payments) in accordance with the
payment schedule. Analyzes each payment run to identify any outliers or signs of payments that may not be in
line with payment guidelines, and addresses the need for adjustments with management. Reconciles HAP
payments to confirm that all payables and receivables are properly accounted. Prepares monthly draw request to
obtain HUD funding for HAP payments from the appropriate source(s) at LHC, LHA, or other State Agencies.

20%  Explains policies and procedures clearly to others. Effectively conveys information verbally and in
writing. Responds to email and voice messages by the next business day. Produces accurate, timely and
thorough work product. Other duties as assigned.
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Louisiana Housing Corporation — COO - Support Services & Rental Assistance

Chief Operating Officer
50450643

Bradley Sweazy

07/2019

| |
Technology Services Facilities Operations Rental Assistance
IT Director 1 Admin. Program Director 2 Housing Finance Manager
50308485 50468924 50474233
John Ampim Juon Wilson Chawuna Parker
IT Tech Support IT Tech Support IT Equipment Maintenance Housing Fin Specialist 3 IT Liaison Officer 2
Spec 3 Spec 2 Operator 3 Repairer 1 50474239 50474242
50308484 50344651 50313691 50535367
Amy York Jaguincy Nelson
Gary Beadle Rendell Brown Calandra Ringo Oscar Scott, Jr.
-
IT Applications IT Tech Support Admin Coordinator 3 Admin Coordinator 3 Housing Finance Supervisor Housing Finance
Project Leader Spec3 50308603 50308471 50474234 S alist 3
50383814 50331890 pecialist
Marva Perkins Nykeia Gaines Loki Ellis R
Hannah Cheng Derek Duroncelet S PROPOSED

IT Appl Program/ Analyst 2
50310711

- Leon Watzke

IT Appl Program/ Analyst 2
50336719

Meshryl Wright

Admin Coordinator 3 Housing Fin Specialist 3
50562761 50474237
Jalyn Meyers Patricia Hampton

Housing Fin Specialist 3
50474238

Tonika Smart

Housing Fin Specialist 3
50474241

Kafayat Alli-Balogun




