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JOB ANNOUNCEMENT

POSITION TITLE:
Administrative Specialist (Housing)
SALARY RANGE:
$3,283 - $4,490/monthly
DATE POSTED:               June 19, 2015
APPLICATION DEADLINE:  Friday, June 26, 2015 
APPLICATION INSTRUCTIONS:  A City of Arvada application is mandatory in order to be considered for this position.  Please complete our online City application, available 24 hours a day, on our City’s web page at www.arvada.org/city-jobs/ . Resumes submitted without a City application and late applications will not be considered.  


POSITION PURPOSE: 
Performs a wide variety of routine to complex technical and administrative support and customer service activities requiring specialized knowledge and/or training to assist the housing, neighborhood revitalization and Arvada housing authority in meeting business needs.  Requires specialized knowledge of housing programs. 

JOB KNOWLEDGE - Essential Functions, Knowledge, Skills and Abilities 
1.  Administrative Support 
a.    Prepares routine to moderately complex correspondence including generating own responses to general questions and editing for grammar and professional wording. 
b.    Creates and maintains routine reports and spreadsheets to provide requested information in a timely manner and usable format.  May include developing and implementing new administrative related forms and/or reports. 
c.    Maintains division office supplies and office equipment such as copiers, printer, fax machine, etc. to assure proper functioning. 
d.    Maintains and retrieves files related to housing programs. 
e.    Schedules and arranges meetings and keeps calendar for division members. 
f.    Provides administrative support, including word processing, scanning, copying, distributing mail, assist with and log in quality control inspections, stuff and mail correspondence, prepare annual recertification letters, and faxing. 
g.    Orders and requisitions equipment and related items as necessary and as directed. 
h.    Responds to external and internal requests for information by phone and/or in person, relying on specialized knowledge of the Housing and Neighborhood Revitalization programs and services. 

2.  Operations 
a.    Assists and prepares recertification files and handles inspection process for Section 8 program, reconciles monthly checks and reimbursements. 
b.    Conducts internal audits of Essential Home Repair Program files in loan portfolio. 
c.    Provides coverage for reception area.  Schedules temporary coverage for counter, as necessary. 
d.    Performs data entry and maintenance to one or more data bases to keep required information in a current and accurate manner.  Assists in the maintenance of the WinTen Section 8 waiting list and appointment scheduling. 
e.    Assists with special projects as assigned by division or department head. 
f.    Prepares and tracks expenses using Oracle financial system.   
g.    Content manager for division web page. 

3.  Teamwork, Communication, and Customer Service 
a.    Ability to effectively communicate and interact with all levels of personnel within the city in a positive and cooperative manner. 
b.    Demonstrates ethics and integrity by being truthful, honest, and trustworthy.  Accountable for words and actions. 
c.    Demonstrates a respectful attitude toward citizens and coworkers, encouraging teamwork, open communication, and effective customer service. 
d.    Provides assistance in answering public inquires; listens to and directs citizens to proper individual/department. 
e.    Strong knowledge and experience in all facets of office administrative practices including word processing, data entry and spreadsheets. 
f.    Participates in continuous improvement efforts and makes recommendations for general office procedures and operations 
g.    Strong customer service and problem resolution skills. 
h.    Strong written and verbal communication skills with the ability to effectively communicate and interact with all levels of personnel within the city and the general public in a positive and cooperative manner. 
i.    Strong knowledge of bookkeeping practices. 
j.    Ability to handle multiple tasks efficiently. 
k.    Demonstrated experience in prioritizing tasks and demonstrate flexibility in completing such tasks. 
l.    Participates in continuous improvement efforts and makes recommendations for general office procedures and operations. 
m.    Ability to answer routine to complex questions based on understanding of division policies and procedures and program specific requirements and information. 
n.    Proficient in exercising initiative and judgment as well as making decisions within the scope of assigned authority. 
MINIMUM EDUCATION OR FORMAL TRAINING AND EXPERIENCE: 
High school diploma or equivalent and (4) four years of general office/administrative experience, including word processing, data entry, spreadsheets and financial accounting software.  Customer service experience in an office environment a must. Prior knowledge and experience working in housing programs highly desired. 

EQUAL OPPORTUNITY EMPLOYER
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