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POSITION DESCRIPTION

Form Revision Date: 05/2016

DEPART!

COMPENSATION DIVISION
MENT OF STATE CIVIL SERVICE

P.O. BOX 94111 — CAPITOL STATION

BATON ROUGE, LA 70804-9111

SCSPDS@la.gov

1 TYPE OF REQUEST

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

/E/ UPDATE [] AGENCY APPEAL [] MASTER ___ # requested
[C] JoB CORRECTION [] 5.3 APPEAL X cAReEr MAJOR AGENCY CODE & POSITION NUMBER
PROGRESSION GROUP PERSONNEL AREA CODE
L | NEw POSITION
N 0AD4 :
H0403355
CURRENT OFFICIAL JOB TITLE {IF POSITION IS IN A CPG, LIST CAP OF ALLOCATION) SAIRREN RA SRNEL ENRRENFOERCIALIOR CORE
Pdlicu Planner >
REQUESTED OAHCIAL JOB TITLE REQUESTED PAY LEVEL REQUESTED OFFICIAL JOB CODE
Policy Planner 3 AS-617 126280
2 INFORMATION REQUIRED FOR NEW POSITION For 4 Gov Hem AGENCIES ONLY
ORGANIZATIONAL UNIT NUMBER COST CENTER NUMBER /FUND WORK PARISH PERSONNEL SUBAREA
50536390 East Baton Rouge 5000

EMPLOYEE GROUP (CHOOSE ONE)

EMPLOYEE SUBGROUP (CHOOSE ONE)

[0 FrrHOURLY [X] FTSALARY [] PTHOURLY [ ] NON-EXEMPT EXEMPT
3 GENERAL INFORMATION
EMPLOYEE'S NAME — LAST, FIRST Emplovee Quaii'ﬁes For Job HUMAN RESOURCES CONTACT

VAL ANT Oves Ono Denise Ackoury

AGENCY/DEPARTMENT — OFFICE — DIVISION HUMAN RESOURCES TELEPHONE
Louisiana Housing Corporation/ Performance and Reporting/ Quail Drive ( 225 ) 763-8841
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
5 SUPERVISORY ELEMENTS ORGANIZATIONAL CHART MUST BE ATTACHED
[J DETERMINES WORK ASSIGNMENTS [[] RECOMMENDS HIRING/PROMOTIONS [] TRAINS STAFF NUMBER OF
0 DIRECT
[ REVIEWS AND APPROVES WORK ] PREPARES & SIGNS PES RATING [0 APPROVES LEAVE SUBORDINATES
6 ATTACHMENTS Check to indicate attachments.
X Organizational Chart (required) [X] 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 d the description. | disagree with a portion of
EMPLOYEE the ¢ and have attached t:
D | certify that | agree with this document.
DATE
D | certify that | have revi i the I | disagree with a portion
DIRECT SUPERVISOR of the contents and have attached comments.
DATE
E | certify that | agree with this document.
APPOINTING ATHORI

Bradle, 6wﬁa% Chiet

PRINT NAME AND TITLE OF A OQINTING AUTHORITY

%

Al

[ 1 centify that | have reviewed the p

comments.

|ty

disagree with a portion of the contents and have attached

Position Description

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

This position is in the Performance and Reporting department of the Louisiana Housing Corporation
(LHC).

40% Project Management
Serves as a team lead for multiple special projects. Initiates and leads policy research
projects involving new initiatives and concepts to determine feasibility with the
corporation’s mission, strategic objectives and financial resources.

Forecasts, budgets, oversees, and ensures the project strategy and timeline is on
schedule. Ensures key participants are on tasks with the project deliverables.

Participates in creation of internal and external training programs for projects.
Coordinates and disseminates key information, and create special projects status reports.

20% Writing
Writes annual submissions to housing journals to engage and educate the public on the
corporation’s investments and best practices in the affordable housing industry.

Develops and publishes informational stories in the corporation’s monthly housing policy
newsletter in collaboration with the leadership team.

16% Research and Analysis
Measures and reports on the impact of the Corporation’s affordable housing investments
and services. Conducts market research and data collection.

Interprets data, formulates reports and make recommendations based upon research
findings.

Encompasses the ability to transform data into information to support the leadership team
in creating effective policy and business decisions.

20% Grant Writing
Identifies, defines, and develops funding sources to support existing and planned program
activities.

Prepares proposal and grant applications. Performs responsible professional and
administrative work in researching, identifying, developing, and responding to public and
private grant opportunities related by not limited to affordable housing and services.

Engages with Program Administrators (as needed) and coordinates the development,
writing, and submission of grant proposals to third-party entities.

Position Description SCS will keep this document for six (6) years. Page 2 of 3



Generates proposals and supporting documents in response to. solicitations.

Identifies funding opportunities and new program areas to match the Corporation’s
pricrities, using research tools.

5% Performs any other duties as assigned.

Positioh Description 5CS will keep this document for six (6} years. Page3 of3
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DELEGATION OF AUTHORITY

STATE OF LOUISIANA

PARISH OF EAST BATON ROUGE
BEFORF. ME, e undersigned Notary, duly crmmzi.tmihn‘m_l and-qualified in e

Pagisivand State aforesaid, persd:mi'ly came and appeared;

EDSELLE KEITH CUNNINGHAM, JR:

wh, having been duly sworn; did depose and say:

L That hie is e duly appoinled Executive Director af the Lovisiama Housing Corporation
(the "‘I_._I-IC"_); thus serving-ag -";||1|_mi:|‘-_t_ing authority™ as delined in the Civit Service Rules:
e

2. That be daes hereby delegate and authorize kis appointing autharity as LHC Exceulive
Director to Bradiey Swoazy in his: absence effective an July 16, 2018 through the carlier
of July 23;2018;;:r liis retorn - thie oflice, to det in his stead as appointing authgiity, to
sign all doctments 1o the same effect as the appokiting autharily, including, bitl net fimited
10 the authority to take, ftitiate, appreve, and sigin formal disciplinary actions, take action
and sign the decumenitalion neéessary to hive, promole, grant nierit iereases, and.any and.
all other personnel actions invelving any and-all emplovees of the LBC: anid

3 That be docs hereby delegate his authority as LHC Execntive Direcior to si 21 contracts,
agreements, sl all documents Uiat bind the LHC, and which are necessivy Lo be sienod
dosing his absence,
THUS I):(J_NE_'AND SIGNED: i the présetice of Ihe idlersigned MNaolary and conipetent

witnasses at Baton Rouge, Luu?s_iumi s §1h day of buly, 2018,

w A s

WITNLSS ML _}?I-:I:;éﬁe”l"(i}itli Cunyinghion, JIr,
Mirimn Bowie & Louisiana Nousing Corporalion
S EXRCUTIVE DIRECTOR
i : }ﬁﬁ-
. Wy

: Pleze{iiy M, Wes
Bariy Brouks NOTARY PUBLIC

' Louisinna Bar, Ne. 32764
My Commission Is lur Lile



