
Housing Coordinator

Position Purpose:

The purpose of this position is to perform responsible professional, technical, and administrative work in providing administrative support services for housing-related programs, projects and activities; all other related work as required.  The Housing Coordinator is responsible for administrative duties assigned through Town Administrator for the Housing Authority, the Council on Aging and other boards and committees that do not have an employee presence in Town Hall.  

Supervision:
Supervision Scope:  Performs varied and responsible duties requiring the exercise of considerable judgment and initiative in coordinating operations, formulating decisions, 

Supervision Received:  Work is performed under the administrative direction of the Town Administrator and in accordance with state and local laws and regulations.   Employee generally establishes own work plan and completes work in accordance with established departmental policies and standards.  This position is subject to review and evaluation according to the town’s personnel plan.  

Supervision Given:  May be assigned supervisory responsibility for full-time and part-time employees.   Supervises the work of various technical contractors.

Job Environment:

Administrative work is performed under typical office conditions.  The noise level is moderate at times.   Employee is required to attend evening meetings.

Operates an automobile, computer, printers, facsimile machine, copier, calculator, and other standard office equipment.  

Makes frequent contact with other municipal employees, state, federal, and regional agencies, board/commission members, attorneys, engineers and applicants; makes regular contacts with the general public.   Contacts are in writing, in person and by telephone and involve an information exchange dialogue.  Contacts may also require the Housing Coordinator to provide advice and direction.

Has limited access to department-related confidential information  requiring the application of appropriate judgment, discretion and professional protocols.

Errors in administration and judgment could result in reduced levels of service, cause confusion and delay, adverse public relations, and have legal repercussions.

Essential Functions:

(The essential functions or duties listed below are intended only as illustrations of the various types of work that may be performed.   The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.)
Provides administrative support services for the Housing Authority and the Council on Aging, as appropriate.

Assists in the development, approval and implementation of the Affordable Housing Production plan.

With respect to affordable housing projects, assists Housing Authority in developing scope and terms of requests for proposals (RFPs) and other project documents, coordinates review by other town boards and departments, and public comment.  Forwards plans for technical review to consulting engineers.   Develops the scope of review including establishing time constraints.   Refers all plans to required departments for review.   Performs coordination of work with other town departments.   

Prepares support materials as needed.   Attends meetings, prepares minutes if needed.  

Assists in preparing and/or reviewing proposed bylaw amendments and amendments to specific Board’s rules and regulations.   

Assists in development and execution of housing-related public educational programs/events 

Responds to questions and requests for information from the public and other town departments.  Provides guidance and technical assistance as necessary.  

Attends regional and professional development meetings as necessary.  

Regular attendance and punctuality at the workplace is required.

Performs similar or related work as required, directed or as situation dictates.   

Recommended Minimum Qualifications:

Education, Training and Experience:  

Bachelor’s degree in government, municipal planning, business or other related field; two years experience in municipal management, housing, government law, planning, procurement or related field; Master’s degree preferred; or any equivalent combination of education and experience.  

Knowledge, Ability and Skill:

Knowledge:  Comprehensive knowledge of the functions of municipal government, local bylaws, rules and regulations.  General understanding of the interaction between local, state, and federal government.   General knowledge of Massachusetts General Laws, especially as they apply to housing, and zoning, is highly desirable.  Understands the roles of the Housing Authority and Council on Aging.   Good working knowledge of office practices and procedures, forms, and equipment. 

Ability:  Ability to independently perform analysis, prepare reports, and formulate recommendations.  Ability to deal with the public in a courteous and tactful manner.   Aptitude for an attention to details and accuracy.  Ability to work on a variety of unrelated tasks at the same time.  Ability to work effectively under time constraints to meet deadlines.  

Skill:  Skill in the use of standard office machines.   Specialized skills in using a variety of computer software systems.  Consensus building skills.  Skill in all of the above listed tools and equipment.  Advanced Excel and Word user.

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.   Employee is regularly required to walk, stand, sit;  handles, feels or operates objects, tools, or controls, and reaches with hands and arms as in picking up paper, files, and other common office objects weighing up to 10 pounds.  Vision at or correctable to normal ranges.  

(This job description does not constitute an employment agreement between the employer and employee.   It is used as a guide for personnel actions and is subject to change by the employer as the needs of the employer and requirements of the job change.)
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