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Housing Authority of the City of Longmont
Announcement:  November 12, 2021
Position Closes:  Open until filled

Position Title:  Housing Programs Compliance Manager
Full Time, Benefitted Position, Exempt
Hiring Range:
$4,861 p/month - $6,077 p/month

Schedule: 
Monday – Friday, 8:00 a.m. – 5:00 p.m.; occasional evening and weekend work may be required.
Benefits include: Medical, Dental, Vision, Flex Spending, Defined Benefit Pension Plan through Public Employees’ Retirement Association (PERA), Life & Survivor, Term Life & AD&D, Long Term Disability, Bereavement, Jury & Witness Duty, FMLA, Military Leave, Sick, Vacation, Holiday pay, EAP, Tuition Assistance. Other benefits: Optional, employee elected, voluntary benefits are available.

Job Summary:  Responsible for administration/compliance of the Housing Choice Voucher and Project Based Voucher programs. Prepares, reports, budgets and conducts statistical analysis for the Section 8 Housing Choice Voucher Program including, but not limited to, addressing resident issues, determining lease terminations, resolving disputes and complaints, and performing quality control inspections. The Housing Compliance Supervisor directly supervises the Housing Choice Voucher Specialist Staff. The Housing Programs Compliance Manager is responsible for achieving and maintaining high quality standards and ratings for the agency as well as ensuring compliance with program related deadlines and requirements per Department Housing and Urban Development (HUD) and the Longmont Housing Authority (LHA) Administrative Plan. The position is also responsible for the monitoring and reporting for all housing programs, including Fair Housing, Low Income Housing Tax Credits (LIHTC), HOME, City of Longmont, multi-family and other related housing programs operated by the Longmont Housing Authority.
Essential Responsibilities
Housing Choice Voucher Program and Supervision:
· Implements the established Administrative Plan and the related policies of the agency.  Is responsible for updating both as needed and when required.
· Responsible for HUD-related reports compliance and submission including monthly PIC reports.
· With the Accounting Supervisor, is responsible for monthly completion of the HUD two year tool and assuring that funding is available for the number of voucher holders and the maximum number of vouchers are issued.
· Ensures participant files are maintained in accordance with HUD regulations, LIHTC requirements, HOME, Housing Trust Fund and other local funding program requirements.
· Ensures annual reexaminations are completed on time and interim changes are completed.  Answers participant and landlord questions and addresses concerns.

· Seeks opportunities to sustain and expand landlord participation in the program. Develops and maintains good landlord/tenant relations and intervenes in landlord/tenant disputes to ensure successful tenancy.
· Reviews and recommends decisions regarding participants’ continued assistance, program noncompliance and voucher violations. 

· Ensures Rent Reasonableness calculations are correct and maintains and updates Utility Allowance.

· Maintains a high annual Section 8 Management Assessment Program (SEMAP) score. 
· Conducts quality control inspections and assures that biennial housing inspections and initial housing inspections for participant moves are completed as required.  Schedules and conducts new admission and briefings for new applicants and program participants.
· Manages all HUD secure computer systems access requirements and ensures staff maintain all required training for Enterprise Income Verification (EIV) system. 
· Prepares fraud files for submission to the Department of Justice (DOJ) and determines and manages all agreements for repayments by participants.
· Develops and manages staff to implement an effective program and services. Supervises, reviews and evaluates the performance of staff around their performance goals, and ensures appropriate training is offered or available.
Housing Program Compliance:
· Coordinates internal and external audits; tracks and updates compliance calendar.

· Prepares compliance audit data by compiling and analyzing internal and external information.

· Performs physical file audits on HCV, PBVs, LIHTC, Multi-family, HOME, and other affordable properties on routine basis.

· Prepares and submits timely and accurate compliance reports to Regional Property Manager and supervisor; advises management of actions that need to be taken to adhere to requirements.

· Assists with coordination of file submissions to investors and stakeholders, as needed/requested.

Collaborations:
· Serves on City/LHA teams and/or community collaborations to further the mission of the LHA and expand affordable housing opportunities for those most in need in our community.

· Seeks opportunities to expand the voucher program in alignment with LHA’s vision and strategic goals.
· Supports property management and Section 8 staff with compliance training.

· Performs other duties as assigned.
Required Qualifications

· Requires expert knowledge of the principles, techniques and practices of HUD and other subsidized housing programs; specifically the Housing Choice Voucher program, LIHTC and HOME programs.  

· Sensitivity and the ability to relate to diverse populations in a courteous, professional manner.
· Must be able to multi-task with attention to detail and be self-directed.

· Requires knowledge of federal, state and local housing regulations and operating requirements, and the ability to perform the essential functions of the Section 8 Housing Choice Voucher Program.

· Demonstrates high level of attention to detail and accuracy.

· Requires Bachelor’s degree and 4 years’ experience in Section 8 Housing Administration, Property Management or related fields.
· Requires a minimum of three years progressively responsible work experience in a Public Housing Authority (PHA) or affordable housing property management firm that includes management experience.
· Requires a valid Colorado driver’s license and qualifying driver’s license history.
Desired Experience, Knowledge and Qualities
· Basic knowledge of office procedures and practices along with standard office equipment to include personal computer with word processing software or other assigned office/housing software, 10-key calculator, telephone, fax machine and photocopier.
· Demonstrates professional, courteous and effective communication skills; both written and verbal.
· Working knowledge of Word, Excel, Outlook and YARDI Software.
· Committed to providing excellent customer service in person and over the telephone.
· Ability to make sound independent judgments.
· Demonstrates time management and organizational skills.
· Proven composure in difficult situations with the ability to manage and resolve conflict effectively.

· Bilingual Spanish/English written and verbal preferred.
· Certification in HQS Inspections or ability to obtain a Certification within 6 months.
Working Environment
This position works in an office setting requiring the ability to lift up to 20 pounds, occasional lifting, carrying, walking, bending and standing; frequent hand/eye coordination and finger dexterity to operate personal computer and office equipment, vision acuity, speech and hearing.  Frequently uses standard office equipment including: personal computers, calculators, printers, fax and copy machines.
Submit resume to Longmont Housing Authority at erica.maresmoncada@longmontcolorado.gov or mail/deliver to Longmont Housing Authority, 350 Kimbark Street, Longmont, CO 80501.

Longmont Housing Authority is an equal opportunity employer and seeks to employ and assign the best qualified personnel in a manner that does not discriminate based on race, color, religion, gender, marital status, age, national origin, physical or mental disability, sexual orientation,  veteran/reserve and National Guard status or characteristic protected by law.
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