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	CITY OF FLAGSTAFF

Flagstaff is the largest community in the high country and is the county seat for Coconino County, the largest county in the United States. A historic Route 66 town, Flagstaff is ideally located at the juncture of Interstate 17 and Interstate 40. Though still reflecting a small town atmosphere, it maintains a selective growth plan with new expansion programs underway.  

The City of Flagstaff is Northern Arizona’s Employer of Choice! Our City government is devoted to enhancing the quality of life of our citizens and the experience of the many visitors who are attracted to Northern Arizona.

Date Posted:
September 20, 2019
Vacancy No:
122-19
Position Title:
Housing and Grants Administrator 
Division / Section:
Community Development / Housing 

Position Status:
Full Time; FLSA Exempt; Benefit Eligible
Work Week:
Monday – Friday; Winter Hours 8am-5pm; Summer Hours 7am-4pm 
Salary Range:
$57,178.78 Annually 

Closing Date:
October 4, 2019
Actively supports and upholds the City’s stated mission and values.  Under direct supervision of the Housing Manager, incumbent performs professional level duties associated with administering the City’s Community Development Block Grant (CDBG) entitlement program and various other housing and community development programs.  This position also serves as the City’s Fair Housing Administrator.  

Employees of this class are expected to exercise considerable initiative in managing CDBG-funded programs, managing housing programs, conducting research, analyzing and presenting data, conducting environmental assessments, meeting and communicating with the general public, maintaining professional relationships with a variety of local agencies, writing grants, administering grants and assembling professional level reports and planning documents.   
ADMINISTRATIVE DUTIES

· Supervisory:  This job does not have formal supervisory responsibilities.

· Budgetary:  This job has partial responsibility for budgeting at the program level including facilitating   recommendations for City Council on how grant funds should be distributed.

· Strategic Planning:  This job has full responsibility for strategic planning at the program level including development, implementation, and reporting on the 5 Year Consolidated Plan, HUD Annual Action Plan, Analysis of Impediments to Fair Housing Choice document, Consolidated Annual Performance Evaluation Report, and Labor Standards (Davis Bacon) Semi-Annual Report.  

· Policies/Procedures:  This job has partial responsibility for policies and procedures at the program level including creating and implementing procedures related to CDBG and state grants.

· This job carries out day-to-day activities in accordance with established policies and procedures.

· Compliance:  This job has full responsibility at the program level for Federal, State, and Local laws, rules, and regulations as well as City policies and procedures.

· Council Communications:  This job has partial responsibility for Council communication at the program level including making presentations, providing reports, and written strategy and policy recommendations.

· Reporting:  This job has full responsibility for reporting to Federal/State/Local agencies at the program level including preparing reports for funding agencies (HUD, ADOH).

EXAMPLES OF THE WORK PERFORMED (ILLUSTRATIVE ONLY)

· Provides excellent customer service to both internal and external customers.

· Responsible for grants administration and Federal/State compliance including:

· Administers grant funds and programs internally and externally.

· Ensures agencies are in compliance with all applicable Federal/State regulations.

· Writes a variety of proposals and grant applications to various funding sources including: CDBG; HOME; and the State Housing Trust Fund.

· Administers CDBG program and other housing-related contracts including:

· Program development, performance monitoring, ensuring compliance with contract provisions, disbursement of funds, and program definition/solution.

· Conducts environmental assessments for federally funded projects per the National Environmental Policy Act.

· Serves as staff liaison to social service organizations and the general public providing information about the City’s CDBG and housing programs including program parameters, eligibility criteria, affordable housing policy, planning strategies and public participation opportunities.

· Conducts the public participation process as required by the CDBG program.  This includes: conducting public hearings; conducting the Request for Proposals process; recording public input; determining eligibility of CDBG proposals and preparing proposals for presentation to City Council.

· Conducts research, performs studies and gathers information for analysis and formulation into community needs assessments and service projections related to affordable housing, economic development, public services, special needs populations and neighborhood revitalization.

· Operates the federal Integrated Disbursement and Information System (IDIS), a system that performs the following functions for federal grants: project setup; generate progress/financial reports, track program income and make funding draws.

· Performs the functions of the City’s Fair Housing Officer, including receiving complaints, referring complaints to the appropriate agencies, disseminating information to the community regarding fair housing laws, conducting research on impediments to fair housing in the community and maintaining a relationship with other local and state agencies that work with fair housing issues.

· Organizes public meetings, records public input and analyzes comments into conclusive data.

· Assists community agencies and employers with creation or provision of affordable housing opportunities including:

· Meets with community agencies and employers in Flagstaff to assess the need for and discuss Employer Assisted Housing (EAH) opportunities.

· Serves as liaison during EAH implementation by connecting employers with housing service providers.

· Generates citizen and agency involvement in housing issues.

· Provides technical assistance to for-profit and non-profit organizations involved with housing and housing related services.

· Administers and oversees permanently affordable rental units including:

· Ensures obligated private property management companies are meeting minimum requirements.

· Enforces, monitors and amends (as needed) compliance plan.

· Performs related duties, as assigned.

MINIMUM REQUIREMENTS

· Bachelor’s degree in Social Work, Economic Development, Planning or closely related field.

· Three years of experience managing projects.

· Two years of experience working simultaneously on multiple projects.

· Two years of experience working with diverse populations. 

· Or any combination of education, experience, and training equivalent to the above Minimum Requirements. 

DESIRED EXPERIENCE AND TRAINING

· Two years of experience with Federal, State, and Local procedures and requirements pertaining to federally assisted housing and neighborhood programs.

· Two years of experience working with housing programs. 

· Experience with grants administration.

OTHER REQUIREMENTS

· Must possess, or obtain upon employment, a valid Arizona driver’s license.

· Strong written and oral communication skills, organizational skills and computer skills (i.e. Word, Excel, PowerPoint).

· Regular attendance is an essential function of this job to ensure continuity.

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES (ILLUSTRATIVE ONLY)

· Language Skills:  Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations.  Ability to write reports, business correspondence, and procedure manuals.  Ability to effectively present information and respond to questions from groups of managers, clients, customers, and the general public.

· Mathematical Skills:  Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, percentages, area, circumference, and volume.  Ability to apply concepts of basic algebra and geometry.

· Reasoning Ability:  Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.

· Public speaking and presentation skills.

· Ability to balance competing community priorities in an environment with limited funding while maintaining a sense of neutrality in a politically sensitive environment.

PRE-EMPLOYMENT PHYSICAL REQUIREMENTS

· Fingerprints
TO APPLY ONLINE:

In order to apply for this position, you will have to fill out a City of Flagstaff application on our website. Visit our website to apply or for more information on this position and other opportunities. You will find complete job descriptions, requirements and application information at: http://www.flagstaff.az.gov/jobs
NOTE: Applications are due to the Human Resources department by 4PM on the closing date regardless of the postmarked date.

TO APPLY IN PERSON

Applications are available and can be turned in at: 211 W. Aspen Ave., Flagstaff, AZ 86001

Call our general information line at (928) 213-2090 or (800) 463-1389 to request an application by mail. Fax your resume to (928) 213-2089 or E-mail: human.resources@flagstaffaz.gov 

Additional information about current and open job vacancies can also be found by calling our job line at (800) 463-1389.

The City of Flagstaff is an Equal Opportunity/Affirmative Action employer.  

All qualified applicants will receive consideration for employment without regard to race, color, 

religion, sex, national origin, disability, age, or protected Veteran status.

AmeriCorps, Peace Corps and other national service alumni are encouraged to apply.

Paid Holidays • Paid Vacation Days • Paid Sick Days • Health/Dental/Life/Vision Insurance
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