
 SEQ CHAPTER \h \r 1HOUSING DEPUTY DIRECTOR*

Classification No. 02
GENERAL STATEMENT OF DUTIES: To provide leadership and assist in directing and supervising the activities and functions of the housing commission and/or as directed by the Executive Director.  Performs a wide variety of responsible, confidential, and/or complex administrative, technical, and programmatic tasks and duties requiring initiative, independent judgment, resourcefulness, and extensive working knowledge of the organization and its programs. Provides responsible administrative assistance to the Executive Director.  Manage planning and operational activities and supervise staff.

SUPERVISION RECEIVED: Work is to be performed under the direction of the Executive Director.

SUPERVISION EXERCISED: Supervision may be exercised over all housing personnel and may implement disciplinary measures.  Recommendations regarding hiring, firing, advancement or other changes in employee status over which supervision is exercised will bear a substantial amount of weight in the decision making process.
DUTIES AND RESPONSIBILITIES: An employee in this class may be called upon to do any or all of the following: (These examples do not include all of the tasks which the employee may be expected to perform.)

1. Assist the Executive Director in administering the services of the housing commission.

2. Monitor and assist in managing budget and administrative matters.

3. Monitor regulations and oversee policy revisions to ensure policies and procedures reflect current regulations at all times.

4. Train and supervise personnel, manage work flow of operations, and ensure employee performance is in accordance with policies and procedures.

5. Maintain good public relations with the various governmental agencies and other groups influencing the housing commission operations.

6. Represent the housing commission when required by participating in various community programs.

7. Direct the housing commission’s operations in the absence of the Executive Director.

8. Perform related work as noted in current Job Classification.

9. Perform additional work as directed by the Executive Director and related work as required.
DESIRABLE KNOWLEDGE AND EXPERIENCE:

The requirements listed are representative of the knowledge and experience desired.

1. Considerable knowledge of modern office and administrative practices and procedures.

2. Must be able to plan, organize and make sound judgements and decisions, and perform basic mathematic computations with accuracy.

3. Requires demonstrated ability to interact with diverse populations, low income families, elderly, disabled, and communicate effectively with contractors, landlords, staff and visitors in a variety of situations.

4. Ability to maintain and enforce confidentiality in all assignments.

5. Possess general knowledge of computers including Excel, Word, and Outlook.
6. Considerable knowledge of housing commission regulations, practices, and procedures.

7. Considerable knowledge of property rental and all issues surrounding the maintenance, upkeep, and upgrading of buildings, grounds, and equipment.

8. Considerable knowledge of business administration.

9. Ability to supervise multiple individuals and manage projects effectively.

10. Ability to assemble data and prepare accurate records and reports.

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
The requirements listed are representative of the knowledge, skill and/or ability required.

1. Considerable knowledge of principles, theory and methods of executive level management.

2. Ability to establish and maintain effective working relationships with staff members, community leaders and regulatory agency administrators. 

3. Ability to prepare and issue clear and concise instructions, either verbally or in written form. 

4. Supervise and evaluate the work of subordinate personnel.

5. Interact with different departments within the organization.

6. Communicate effectively, both orally and in writing.

7. Make public presentations to the City Council, Housing Commission, and other civic organizations.
MINIMUM QUALIFICATIONS FOR EMPLOYMENT:
1. Bachelor’s Degree in Public Administration, Business Administration or Non- Profit Administration.
2. Minimum Three (3) years of governmental industry experience. 

3. Minimum Two (2) years of experience in a supervisory position.  
4. Valid driver’s license (unrestricted).
5. Pass a pre-employment drug screen and background check administered by the Port Huron Housing Commission.

6. Obtain a Public Housing Managers Certificate within 12 months from an accredited agency.
7. Prefer a minimum of two (2) years of related work experience working for a governmental agency.
CLASSIFICATION: Full-Time Regular Employee; Exempt; Contract

WEEKLY WORK HOURS: 37 ½ HOURS

UNION STATUS: Non Union
SALARY RANGE: 35-44

Step Increases, if any, will be implemented by the Executive Director and may be based on merit advancements and/or achievements in training.

