NEWCAP, Inc.

1201 Main Street

Oconto, WI  54153

www.newcap.org
JOB DESCRIPTION

JOB TITLE:



Housing Coordinator

RESPONSIBLE TO:


Housing Director
CLASSIFICATION:


Full-Time/Non-Exempt

WORKSITE:



Oconto, WI
GENERAL RESPONSIBILITIES:
Under the direction of the Housing Director of NEWCAP, the individual in this position will assist with the implementation of the day-to-day operation of the Section 8 Housing Choice Voucher Program.  This individual must maintain a strong and current knowledge of federal, state, and local housing programs and regulations.  The individual in this position will grow with the project for the above activities and any other areas of priority that fit into organizational goals and objectives.

SPECIFIC DUTIES:

1. Maintain a strong working knowledge of HUD and WHEDA housing regulations and standards.

2. Certify applicants for the Section 8 Housing Choice Voucher Program, and recertify the participants of both programs on an annual basis.

3. Maintain files and paperwork for each participant according to HUD regulations.  Input applications into HAPPY Software and mail on a weekly basis.

4. Inspect rental housing units so they meet the minimum HUD Housing Quality Standards.

5. Maintain good working relations with landlords of rental properties, real estate agencies, and agencies working with the individual clientele.

6. Develop and facilitate good ongoing working relationships with state and local housing authorities and representatives.

7.       Maintain waiting lists for 8-County Waiting List.  Assist with Tenant Information Form 
Process.

AGENCY EXPECTATIONS :
1. Adhere to agency policy and procedures.

2. Perform duties as workload necessitates.

3. Supervisory approval required for all work hour schedule changes (maximum 40 hours per scheduled work week).

4. Maintain a positive and respectful attitude.

5. Demonstrate flexible and efficient time management and ability to prioritize workload.

6. Consistently report to work on time prepared to perform duties of position.

7. Meet productivity standards.

8. Ambassador for Newcap, Inc., along with all employees, and responsible for marketing/promoting the organization and its programs both internally and externally.
SKILLS AND QUALIFICATIONS:

1. 3 (three) years experience with Section 8 program or H.U.D. is REQUIRED.

2. Should have a minimum of 3 years’ experience in a housing related field, i.e., housing development, construction maintenance, etc.

3. Must be able to work with projects, meet deadlines, and facilitate solutions to housing-related programs that may occur in the field.

4. Must display a sensitivity and responsiveness to people as a NEWCAP representative.

5. Must be able to maintain client confidentiality at all times.
6. Must be a team player, with an ability to manage multiple objectives concurrently.

7. Must have a valid driver’s license and have access to a reliable car with insurance coverage and a willingness to travel when necessary.

8. Should possess an ability to write and articulate the needs and objectives of the Housing Program on behalf of NEWCAP.

9. Must be flexible with a willingness to adopt and adjust to growing and changing objectives within the Housing Program.

PHYSICAL REQUIREMENTS:

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

While performing the duties of this job, the employee is regularly required to use hands to finger, handle, or feel objects, tools, or controls; reach with hands and arms; sit; talk; and hear.

Specific vision abilities regularly required by the job include close visions, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.

While performing the duties of this job, the employee is occasionally required to stand, walk, and lift and/or move objects. 

While performing the duties of this job, the employee is rarely required to balance, stoop, kneel, crouch or crawl, and exert up to 20 pounds of force.
WORK ENVIRONMENT: 

Work environment characteristics described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The working environment is generally favorable. Lighting and temperature are adequate, and there are no hazardous or unpleasant conditions caused by noise, dust, etc. Work is generally performed within an office environment, with standard office equipment available.
OTHER DUTIES:

Please note: this job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required of the employee for this job.  Duties, responsibilities and activities may change at any time with or without notice.
Newcap, Inc., is an Equal Opportunity Employer.
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