HOUSING AUTHORITY
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COUNTY OF CONTRA COSTA

3133 Estudillo Street , P.O. Box 2759, Martinez, California 94553
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Reposting
TRANSFER, INTERNAL PROMOTION,
And OPEN OPPORTUNITY

SENIOR HOUSING ASSISTANT

PLEASE POST IMMEDIATELY

(This document is set up to print on 8.5 X 14 paper)

JOB POSTING POSITION APPLY BY: HOURLY SALARY
# RANGE:
10-07 Senior Housing June 28, 2010 $20.90 — $25.31
Assistant 4:30 p.m. (Five Steps)

We are seeking individuals who have a strong customer-service focus and have the capacity to
successfully work as a team member delivering accurate and timely services to a diverse group of
customers.

Please note that the original posting in May was for a position in Martinez. The
position has subsequently been moved to Antioch.

If you have previously applied for this job and are still interested in being a
candidate, please send an email to ftrant@contracostahousing.org expressing
continuing interest in this position re-located to our ‘east’ team located in
Antioch.

The current funded vacancy is in:

Housing Choice Voucher Department
801 West 8™ Street
Antioch, CA

DEFINITION/PURPOSE:

Determine the initial and continuing eligibility of applicants and participants in housing assistance
programs and services, issue vouchers, and refer applicant for public housing to potential
landlords. Provides lead direction of other clerical employees and undertakes the assignment of
the more difficult eligibility determination cases and special projects, as assigned. Perform a wide
variety of responsible and difficult technical and clerical/administrative work in accordance with
established procedures; and provide information and assistance to clients and to the public
regarding Authority policies and procedures.

DISTINGUISHING CHARACTERISTICS:

The classification is distinguished from the Housing Assistant by the requirement to provide lead
direction to other clerical employees and to undertake the more difficult eligibility determination
cases, conducts annual HQS inspections and special projects, as assigned. The class is
distinguished from Housing Programs Specialist by the latter’s responsibility for the execution of
housing assistance payment contracts and negotiation and approval of contract rents in
compliance with existing Housing Authority policy and procedures. The class is responsible to the
Housing Manager, or designee, for the evaluation of applicants, analysis of their applications, and
related documents, and determination of initial and continuing applicant eligibility for programs and
services, and annual re-examination and interim examinations of assisted housing participants.

SUPERVISION RECEIVED AND LEAD DIRECTION EXERCISED:

Operates under the direct general supervision of a Housing Manager.

This classification exercises no supervision over other Authority employees. It provides lead
direction to Office Assistants | & Il, Housing Assistants, and other student and temporary
employees, as assigned.
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ESSENTIAL JOB FUNCTIONS:
Duties include, but are not limited to, the following:

Provide lead direction to clerical employees by distributing work assignments and cases,
providing technical direction in the accomplishment of assigned tasks, as directed, and
undertake the more difficult and sensitive eligibility determinations, as assigned.

Conduct Housing Quality Standard (HQS) inspections of Section 8 program units (e.g. annual,
interim, and move-out inspections). Initiate and follow-up on repairs for HQS compliance.
Interview clients or applicants for public housing assistance and Section 8, and assist them in
the completion of prescribed inspection, application and declaration forms.

Conduct interviews in person or by telephone. Conduct follow-up interviews in the home of
clients, such as a senior citizens complex. Elicit pertinent information concerning items such as
income, other monetary resources and financial obligations from applicants and recipients.
Obtain required signatures, review applications and declaration for completeness and
consistency.

Obtain information relative to clients or applicants from previous landlords, County Social
Service Department, and other agencies.

Evaluate known eligibility factors in specific cases against established criteria and determine
eligibility. Make housing allowance computations to establish the level of rent based on rent
schedules.

Conduct eligibility validation studies by reviewing eligibility factors to determine propriety of
continuation, modification, or termination of public housing assistance, as directed.

Certify changes in family increase or composition per HUD requirements.

Review and discuss with clients, as necessary, discrepancies, omission of data, or incorrect
data.

Prepare summaries of information obtained during home or office visits with clients.

Refer all applicants and recipients who appear in need of food, in-home care, or social
services, to the appropriate community service agencies on the basis of either personal
observation and/or needs expressed either orally by the client or from information on the
application.

Maintain client records as required by HUD policy and regulations and perform an interim
annual review to determine continuing eligibility.

May provide initial orientation of new Housing Assistants, Senior Office Assistants, and Office
Assistants | & II.

Prepare and type a variety of forms and other documents required by Federal, State and
County government and answer correspondence requesting information about housing
programs.

Interpret program regulations and other pertinent material to applicants, recipients and the
general public including potential landlords.

May arrange for maintenance staff to make repairs in Aided Program housing units.

Receive and account for money from overpayments from landlords, as well as from unpaid
balances owed by tenants of Section 8 upon transfer.

Pick up and deliver document to court. Pick up mail.

Interpret contract and lease conditions.

Maintain good rapport with tenants, landlords, and owners, all Authority staff, and the general
public.

Operate office equipment incidental to the performance of basic duties, including a personal
computer.

OTHER JOB FUNCTIONS:

Perform related duties as assigned.

REQUIREMENTS TO PERFORM ESSENTIAL JOB FUNCTIONS:

Knowledge of:

>
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The requirements of eligibility determination in a public housing program, including:
- Welfare requirements to include Social Security.

- Supplemental Security Income (SSI),

- Temporary Assistance for Needy Families (TANF), and

- General assistance (GA).

Available public housing programs and local agency rules and regulations.
Location of referral agencies and appropriate contacts.

Basic Authority organization.

Effective interviewing methods and techniques.

Correct use of oral and written English and proper grammar, spelling, punctuation, and
composition, as well as good vocabulary.

Standard business mathematics and document formats.

Standard office equipment operation.

Personal computers uses.
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Ability to:

Communicate clearly and effectively both orally and in writing.

Effectively and sensitively relate to the applicants, recipients, clients, general public and
coworkers.

Provide information to the general public about Authority programs and activities.
Effectively interview people in order to obtain necessary information and make necessary
referrals.

Accurately gather, record, and correctly evaluate data necessary for determination of
eligibility.

Deal tactfully and courteously with the public.

Maintain confidentiality.

Correctly interpret rules and regulations concerning housing eligibility to applicants,
recipients, and the general public.

Initiate and answer correspondence independently.

Organize work effectively.

Maintain accurate and systematic records.

Accurately make complex mathematical computations.

Operate a personal computer using various Windows-based applications programs.

Use experience and background to properly orient new employees, resolve the more difficult
eligibility cases, and effectively deal with special projects.

VVVVVY VYVVVY VY VV VYV

Physical Abilities and Work Environment —

»  Sit and stand for lengthy periods of time in both indoor and outdoor environment.

»  Drive an Authority owned automobile between properties in neighborhoods featuring a variety
of cultural influences.
>
>

Climb stairs; walk over uneven ground, stoop, and bend.
Operate telephone, keyboard equipment and other office machines.
»  Lift or carry up to 15 Ibs.

Licenses and Certificates:

Possess a Housing Choice Voucher / Public Housing Rent Calculation and/or HQS Inspection
Certificate, or obtain such certification within one year of appointment to the classification. Must
possess and maintain an applicable California Driver License and a driving record acceptable to
the Authority’s insurance carrier.

Other:

Provide proof of US citizenship or, if a non-citizen, either lawful admission for permanent residence
or authorization for appropriate work by the Immigration and Naturalization Service.

. Will be required to take a pre-employment physical examination.

o Be bondable.

o Bilingual skills are desirable.

EXPERIENCE AND EDUCATION GUIDELINES:

Any combination of experience and education that would be likely to provide the required
knowledge and abilities could be qualifying, as determined by the Authority. A typical way to obtain
the knowledge and abilities would be:

Experience: Four (4) years of full-time experience in housing eligibility determination, or social
services eligibility in other local or state agencies.

Education: Graduation from an accredited high school, or possession of an equivalent certificate
or diploma recognized by the State of California (e.g. G.E.D.). Possession of an
Associate’s Degree, or two full academic years of training, from an accredited college
or university with a major in business administration, social sciences, or related field is
desirable.

APPLICATION PROCEDURE:

Candidates must submit a completed Contra Costa Housing Authority application form found on
our website: www.contracostahousing.org,

By the closing date of June 28, 2010 by 4:30 p.m., to Human Resources, 3133 Estudillo
Street, P.O. Box 2759, Martinez, CA 94553

Applications with postmarks indicating the closing date yet arriving after the closing date will not be
accepted. Resumes will not be accepted as a substitute for the official application form though may
be attached to provide more information.


http://www.contracostahousing.org/
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SELECTION PROCEDURE:

There will be both a written test and an interview conducted by a selection panel. The results of
both stages will be used to establish an eligibility list of qualified candidates from which the
successful candidate will be selected.

The position shall be filled in accordance with Section 25 Posting and Filling Vacant Positions of
the M.O.U. between the Housing Authority and Public Employees Union, Local #1. Prior to
confirming employment, all candidates offered a conditional job offer will undergo a background
check through a fingerprint investigation and a pre-employment physical exam. We are an equal
opportunity employer.

FINAL FILING DATE:
4:30 p.m., June 28, 2010
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