
HOUSING SPECIALIST

        Caseworker

Position is supervised by:  Section 8 Supervisor/Ex. Director
Position Status:  Non-exempt

ESSENTIAL JOB FUNCTIONS:
This position is responsible for the day to day technical operation of the Section 8 and Mod Rehab Rental Assistance Programs.  Ability to learn housing authority specialty software.    Process annual recertifications, interims, terminations, statement of survivals according to established procedures.  Performs HQS inspections and must be able to negotiate stairs and uneven terrain.   Interaction with other service agencies.  Ability to implement changes as regulations require. Ability to interpret government regulations.  Position is assigned a caseload of approximately 350 households.  
Primary Duties:
1.
Verify Section 8 household composition, assets, annual income, and calculate participants’ portion of rent for annual recertifications, interims and statement of survivals in caseload.  Complete annual recertification paperwork according to established procedure.

2. 
Process all terminations to assure correct procedures are followed and all terminations are completed as required by regulations.  If necessary, schedule staffings pursuant to terminations.  
3.
Participate as the presenter at informal hearings involving households who are not in compliance with HUD regulations and have been terminated from the rental assistance program.  Gather and present evidence at the hearing to uphold NOHA termination.
4.
Submit required monthly recertification 50058’s to HUD.  Submit to PIC, retrieve and correct error reports and resubmit.  Attend PIC error meetings via phone conference and/or in person as scheduled.    
5.
Generate HAP change notices for accounting and assist with the month end  balancing of the monthly HAP report.  
6.
Download the monthly EIV (social security benefits) report from the HUD website and distribute to all caseworkers according to caseload
7.
Travel to each county monthly to conduct annual recertification interviews and staffings as required.  
8.
Mail SOS forms quarterly to Statement of Survival participants.  Travel to each county quarterly as required to interview Statement of Survival participants as to their ability to subsist with modest or no income.  
9. 
Interact with enforcement agencies in NOHA’s tri-county jurisdiction to  resolve 
criminal or drug related activities perpetrated by members of the household.
10.
Deal with suspected fraud cases or program violations.  If assistance is needed, consult with Section 8 Supervisor.
11.
Determine if an increase in the HPS of 10% or 20% is justified as a reasonable accommodation for persons with disabilities.  Housing Specialists can approve a 10% increase in  HPS as a reasonable accommodation.  All increases in HPS of 20% must be approved by HUD.

12.
Notify Section 8 Supervisor of potential problems arising between tenants and landlords.  Assist in resolution of problems as directed by the Supervisor. 

13. 
Discuss and clarify payments with landlords and tenants.

14.
Attend Section 8 training sessions as required.  

15.
Develop and maintain a good rapport and a positive image for NOHA with present landlords/participants as well as potential landlords/participants to the program.


16.
Assist in researching, developing, maintaining and revising Section 8 forms, procedures, and control systems as needed.

17.
Drive NOHA supplied vehicles to attend training, conferences, conduct NOHA inspections, or other off-site events that may be required.

Secondary Duties:

1.
Upon request of the Section 8 Supervisor, download monthly recertification list 
for Vouchers and MR from MCS software.  Prepare and assemble annual 
recertification packets and mail by the 20th of each month.  Rent increase letter 
for landlords to be mailed before the 1st of the month.
2.
Conducts move-in, annuals, re-inspections and special inspections, determining HQS compliance according to the Section 8 Rental Assistance program.  Advise landlords and participants as to the "fail" items and of the time frame for making necessary corrections.  Work with landlords and participants in resolving any problems that may arise.

2.
Maintain Section 8 and Mod Rehab waiting lists.  Mails out pre-applications, process and data input upon return.  Input updates.  Purge waiting list files on an established regular basis.
3.
When need is determined by board count, pull applicants from waiting list, verify information received and determine eligibility.  Calculate Total Tenant Payment (TTP) and prepare MR and  Voucher Packets for orientation.  Mail notices to applicants of scheduled orientations   Hold MR and Section 8 Voucher orientations and issue Vouchers.   
5.
Maintain follow-up files for outstanding Vouchers.  Approve extension of Voucher when requested and appropriate.  Maintain activity log on files that have been issued.
6.
When Request for Lease Approval is received, determine if rent conforms to 
40% rule, discuss and clarify payment with landlord and tenant.

7.
Prepare all MR and Voucher file documents on initial lease-up and moves.  
Landlord/tenant to receive completed copies of MR lease, S8 lease and 
contract and other pertinent documents.  Lease and/or contract to be signed by 

appropriate housing authority staff.  

8.
Review information for program participants transferring in from other housing 
authorities.  Determine eligibility for our jurisdiction.  Input 50058 information. 
Conduct brief orientation as to NOHA’s policies and procedures.

9.
Prepare rent comparability and market information studies, assist in housing inventory studies.
10.
In the absence of the inspectors, schedule and conduct HQS inspections (RLA, annual, re-inspections, special) .  Select appropriate rent comparable for annual recertifications and move-in inspections.

11.
Prepare landlord letters regarding rent increases and mail by 1st of each month.
12.
File all expired/dead files in proper order and place for disposal as required by 
HUD regulations.  At proper time, dispose of files.

The statements contained here reflect general details as necessary to describe the principal functions of this job, but should not be considered an all inclusive listing of work requirements.  Individuals may perform other duties as assigned including work in other functional areas to cover absence or relief, to equalize work periods or otherwise to balance the workload.

Education & Experience:
Must have a high school education or GED equivalent and at least 2 years office experience (combination acceptable).  One year social/public experience in client services desirable.

Skills:
Ability to understand complex regulations as well as comply with the program requirements and agency policies.  Ability to establish and maintain effective working relationships with other staff.  Ability to set aside personal feelings when dealing with low-income clients.

This position requires  mathematic computation skills.  Windows software, WORD, EXCEL experience preferred.  The ability to type accurately at least 40 WPM.  The ability to use adding machines, copy machines and mail metering machine. 
In the field, identify nonconforming standards in rental units (HQS).  Have the ability to make recommendations for repairs (other than structural) and determine if the unit meets standards after repairs.  

Ability to interpret and understand complex Federal regulations as well as comply with the program requirements and agency policies.  Ability to establish and maintain effective working relationships with other staff.  Ability to set aside personal feelings when dealing with clients of limited income.  






Requirements:
Must have a valid Oregon driver's license.  (Exceptions for other state driving license will be made on a case by case basis).  Must have a good driving record to assure lowest cost for insurance. A printout from the Department of Motor Vehicles on driving history for the last 3 years will be required.  Dependable transportation is necessary.  Incidental use of personal vehicle is required.  

Understand the need for and maintain confidentiality of all Housing Authority records.

The employer will require substance abuse testing prior to employment and random testing after employment.

For physical and mental abilities required to perform necessary job functions, see attached.

This position is covered under union contract.

NOHA is a drug free employer.  Background checks will be conducted.
PHYSICAL AND MENTAL REQUIREMENTS

FOR HOUSING SPECIALIST

The job requirements listed are designed to assess the physical capacities required in order to perform  this job with NOHA.

Listed are the percentages of time required in performing particular activities.

1.  
Standing

_30____% of time

_144___ consecutive minutes

2.
Walking

_20____% of time

__96___ consecutive minutes

3.
Sitting


_50____% of time

_240___consecutive minutes

4. The weight required to be listed during an average work day is:



                   

Not Required
Occasionally
Frequently
Continuously

  





1-33% of time
34-66% of time
67-100% of time



A.  Up to 10 pounds
________
________
________
___x____



B.  Up to 20 pounds
________
________
___x____
________



C.  Up to 35 pounds
________
​___x____
________
________



D.  Up to 50 pounds 
___x____
________
________
________

Please explain:

Continuous:  handling files, papers, binders, books

Frequently:   inspection case, boxes of files

Occasionally:  archive file boxes, tenant furniture

5. The weight required to be pushed, pulled, or carried during an average work day is:


Not Required
Occasionally
Frequently
Continuously




1-33% of time
34-66% of time
67-100% of time



A.  Up to 10 pounds
________
________
________
___x____



B.  Up to 20 pounds
________
________
____x___
________



C.  Up to 35 pounds
________
___x____
________
________



D.  Up to 50 pounds
___x____
________
________
________

Please explain:

Continuous:  files, paper, binders, books

Frequently:   inspection case, file cabinet drawers, desk drawers

Occasionally:  archive file boxes, tenant furniture

6. In an average work day, the following activities are required:






Not Required
Occasionally
Frequently
Continuously









1-33% of time
34-66% of time
67-100% of time



A.  Bending

________
________
________
___x____



B.  Squatting

________
________
________
___x____



C.  Climbing

________
________
___x____
________

D.  Twisting

________
________
________
___x____

E.  Reaching above
________
________
________
___x____



           shoulder level



F.  Reaching at or below________
________
___x____
________



          shoulder level



G.  Kneeling

________
___x____
________
________

Please explain:

Bending for office work and HQS inspections.  

B through G:  office work.  While inspecting:  climbing stairs, testing smoke detectors, opening cabinets/closets, examining under sinks, walking around uneven terrain of properties

7. Required repetitive use of the hands:






Not Required
Occasionally
Frequently
Continuously








1-33% of time
34-66% of time
67-100% of time



A.  Simple Grasping
________
________
________
___x____



B.  Twisting/Turning
________
________
________
___x____



C.  Finger Manipulation
________
________
________
___x____



        (include typing)

Please explain:

Computer data input, holding files, writing, calculator, telephone, driving, steering wheel
8. Sensory Requirements:  






Not Required
Occasionally
Frequently
Continuously








1-33% of time
34-66% of time
67-100% of time



A.  Speech

________
________
________
____x___



B.  Hearing

________
________
________
____x___



C.  Clarity of Vision at
________
________
________
____x___



        20 feet or more



D.  Clarity of Vision at
________
________
________
____x___



        20 feet or more

Please explain:

Client/landlord contact, entering data in computer, file work, phones, driving

MENTAL DEMANDS

Required mental abilities necessary to competently perform the job:





Not Required
Occasionally
Frequently
Continuously







1-33% of time
34-66% of time
67-100% of time


A.  Alertness

________
________
________
____x___


B.  Precision

________
________
________
____x___


C.  Ingenuity

________
________
________
____x___


D.  Problem solving
________
________
________
____x___

E.  Basic Numeric
________
________
________
____x___

Calculations


F.  Spatial Perception
________
________
________
____x___


G.  Persuasiveness
________
________
________
____x___


H.  Auditory Discrimination ______
________
________
____x___


I.  Memory

________
________
____x___
________


J.  Creativity

________
___x____
________
________


K.  Concentration
________
________
________
____x___


L.  Judgment

________
________
________
____x___


M. Bilingual Ability
________
___x____
________
________


N.  Writing Ability
________
________
____x___
________


O.  Reading Ability
________
________
________
____x___


P.  Reasoning

________
________
________
____x___


Q.  Imagination

________
________
____x___
________


R.  Initiative

________
________
________
____x___





Not Required
Occasionally
Frequently
Continuously






1-33% of time
34-66% of time
67-100% of time

S.  Patience

________
________
________
____x___

T.  Visual Discrimination________
________
________
____x___

U.  Comparing

________
________
____x___
________

V.  Analyzing

________
________
____x___
________

W. Instructing

________
________
____x___
________

X.  Negotiation

________
___x____
________
________

Y.  Supervising

____x___
________
________
________

Other(s):

Sense of humor and common sense – empathy.    Needed to deal with intimate details of clients lives.  

WORKING CONDITIONS





Not Required
Occasionally
Frequently
Continuously







1-33% of time
34-66% of time
67-100% of time


A.  Time Spent Inside
________
________
________
___x____


B.  Time Spent Outside
________
____x___
________
________


C.  Travel Required
________
____x___
________
________


D.  Exposure to Extreme________
________
___x____
________


          Noise Levels


E.  Overtime Hours
________
____x___
________
________


F.  Irregular Hours
________
____x___
________
________


         (eves, weekends)


G.  Exposure to Fumes
________
____x___
________
________


H.  Exposure to Dust
________
________
____x___
________

I.    Exposure to Poor
________
____x___
________
________

         Ventilation

J.  Exposure to Electrical________
____x___
________
________


         Hazards


K. Exposure to Mechanical _______
____x___
________
________


         Hazards

Other(s):  
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