Housing Specialist

Hot Springs Housing is seeking a Housing Specialist.  The responsibilities of this position include a wide range of tasks relating to determining and documenting applicant / resident eligibility, income, rent and lease provisions, along with resident interactions and other administrative / clerical tasks.

Previous experience with affordable housing management is helpful, but not required.  Experience working with people with diverse backgrounds, disabilities or other challenges related to aging.  Strong organizational skills and ability to work in stressful situations is also a plus.  Attention to detail is essential.
Essential Duties & Responsibilities
· Respond to housing inquiries and review applications for completeness and accuracy;

· Conduct initial eligibility determination, obtain required documentation in support of application data, obtain required verification of income, assets and allowable expenses, obtain rental history and background check, and calculate resident rent;
· Prepare lease and Move In documents for approved applicants and conduct Move In conference, including instruction on program requirements and lease obligations;

· Conduct annual and interim recertifications within required time frames, including data entry of income, assets and allowable expenses into automated compliance software database;

· Maintain accurate and complete applicant / resident files;

· Receive resident rent payments, receipt for all collections, monitor and notify residents of late rent payments, and follow all HSH procedures for security of received payments;
· Receive and record resident requests for repairs in units;
· Receive, confirm and record resident complaints of possible lease violations;
· Attend and participate in scheduled Resident Council meetings; and
· Provide excellent customer service to residents, guests, vendors, co-workers and other members of the public.

Education & Experience

· Prefer college degree, but not a requirement
· Customer service, service industry or clerical experience preferred

Please submit resume directly to Greg@HotSpringsHousing.org to be considered for this position; please include highest level of education and related experience to this job description.

Hot Springs Housing is an Equal Opportunity Employer
