
JOB DESCRIPTION
Deputy Director
Date:



September 14, 2022
Employment Status:

Regular Full Time

Regular Hours Worked:
40+  

Exempt / Non-Exempt:
Exempt

Close Date:


Open until Filled



Supervisors Name & Title:
Barry Hall – Executive Director

Under the general direction of the Executive Director, the Deputy Director is responsible for carrying out the day-to-day duties to achieve the agency’s goals and mission including interacting with community, city, state, and federal representatives and agencies, communicating with residents, and partnerships. The Deputy assumes the duties of the Executive Director in his/her absence. 
NATURE OF WORK

The Deputy Director (Deputy) works in support of the Executive Director and is responsible for asset management and administrative tasks of the organization as assigned by the Executive Director. 
 Specifically, the Deputy provides oversight to the HCHA Housing Programs and Housing Choice Voucher (HCV) Programs ensuring that these departments and their support staff meet their goals and objectives. 
 The Deputy is responsible for administrative hearings & reviews including resident relations and annual resident events. The Deputy also serves as the appellate hearing officer of resident complaints beyond the supervisor level. 
 The Deputy works closely with the Executive Director to ensure compliance with all local, state, and federal reporting requirements.  The Deputy must be able to provide fill-in support for any manager when needed.  The Deputy shall resolve any software and accounting problems with the help of the HR/Accounting manager and the HCHA fee accountant. 
 The Deputy will serve in the same capacity for the Aurora Housing Authority, Hastings Housing Authority, and any new developments. 

Perform other tasks as assigned by the Executive Director.  
BEHAVIORAL COMPETENCIES: 
· Business Acumen: Understand agency/business core competencies, demonstrates knowledge of the organization and industry, and align work with strategic goals. 
· Effective communication: Ensures important information is passed to those with a need to know; effectively conveys oral or written information and demonstrates attention to detail, understanding of comments of others, and listening effectively. Can speak clearly and persuasively in all situations. 
· Written communication: Writes clearly and informatively creating work that is generally error-free; edits work for spelling and grammar; varies writing style to meet needs; presents numerical data effectively; possesses the ability to simplify complex information. 
· Analytical: Simplifies diverse information; collects and researches data; exercises sound judgment and decision making and uses intuition and experience to complement data. 

· Commitment: Sets high standards of performance and works diligently to achieve goals; strives for results and success; conveys a sense of urgency when needed, brings issues to closure; and persists despite obstacles or opposition. 
· Customer Service: Recognizes work colleagues as customers, solicits and applies customer feedback (internal and external), and responds accordingly to the needs of customers. 

· Responsiveness and Accountability: Demonstrates a high level of conscientiousness; holds oneself personally responsible for one’s work; and complies with applicable job-related local, state, and federal regulations and HCHA policies and procedures. 
· Teamwork and Collaboration: Establishes and maintains cooperative working relationships and effective communication with HCHA employees, Board members, and residents; collaborates with peers and staff; meets professional obligations through efficient work habits such as meeting deadlines, honoring schedules, and accepting assignments. 

JOB COMPETENCIES: 

· Strong strategic, analytical, organizational, and personal skills
· Demonstrated successful experience writing press releases, making presentations, and negotiating with media. 
· Strong organizational and project management skills. 
· Thorough knowledge of the housing industry. 
· Proven track record of building and maintaining industry contacts
· Thorough knowledge of local, state, and federal housing regulations. 
· Integrity and discretion. 
· Good understanding of social media. 
· Good working knowledge of the Nebraska Open Meetings Act and the Freedom of Information Act. 
· Experienced in using diplomacy and tact when working with executive-level staff and Board members. 
DESIRABLE KNOWLEDGE, SKILLS, AND ABILITIES

· Four-year college degree preferably in Business, Public Administration, or Human Resources from an accredited college or university. 
· Four (4) years of management experience in Public Housing.
· Experience working with, reading, and understanding HUD notices, Handbooks, NOFAs, PIC, and other federal and state compliance requirements. 
· Ability to interact tactfully and courteously with tenants, landlords, vendors, and the general public. 
· General knowledge of the Landlord / Tenant state law, local housing codes, applicable HUD rules, and regulations. 
· Specific knowledge of HCHA policies and procedures. 

· Good working knowledge of computer hardware and software.
· Desire to work with low-income residents with diverse cultural, religious, and social backgrounds.
MINIMUM QUALIFICATIONS

· Four-year college degree or equivalent combination of education and experience.
· Valid Nebraska driver’s license and a good driving record.
· Ability to pass HCHA criminal background and drug screening tests.
· The ability to learn and comprehend the federal Low Rent (Public Housing) and Housing Choice Voucher Program.
· Ability to work on a computer and use various software packages including housing-specific software (currently Happy)
· Ability to interact tactfully and courteously with tenants, landlords, vendors, and the general public
· Be willing to attend out-of-town meetings and stay overnight if necessary

Salary:
$61, 200 - $65,000 annually (D.O.E.)



