JOHNSON CITY HOUSING AUTHORITY
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POSITION OVERVIEW:

This position is located within the Admissions & Occupancy Department of the Johnson City Housing Authority (“Authority”). 
The below-listed duties and responsibilities are essential and material elements of this position.

Primary Components:

· Punctuality and regular attendance on a daily basis.

· Assist Department of Admissions and Occupancy with data entry for applications and annual/interim recertifications.
· Assist Department of Admissions and Occupancy in maintaining tenant files for the Public Housing, Housing Choice Voucher, Project Based Vouchers and HUD-VASH Programs.   
· Provide backup assistance to the Executive Assistant, the Tenant Accounts Receivable Assistant, and other department employees as needed. 
MAJOR DUTIES AND RESPONSIBILITIES
ADMISSIONS AND OCCUPANCY

1. Receives tenant files for data input.
2. Mails out any tenant correspondence necessary after data input.
3. Verifies rental references for previous PH residents to other PH agencies and landlords when requested.
4. Assists with filing of responses to third-party verification requests in appropriate applicant files.
5. Performs other related duties as necessary.
TENANT ACCOUNTS RECEIVABLE (Back up to Tenant Accounts Receivable AS NEEDED)

1.
Maintains, updates, and monitors Tenant Accounts Receivable (TAR) database. 

2.
Prepares and mails monthly rent statements to tenants. 

3.
Maintains current and accurate resident utility meter reading records. 

4.
Prepares and forwards late charge notices to residents on a monthly basis.

5.
Compares late-rent tenants against the tenants on the Pest Control/Inspections list on a 
monthly basis. 

6.
Initiates and authorizes repayment agreements as needed. 

7.
Prepares resident warrants as applicable.

8.
Greets and assists incoming visitors while working at the payments window of the JCHA 
Central Administrative Office. 

RECEPTION DESK ASSISTANT (Back up to Executive Assistant AS NEEDED)

1.
Answers main phone for the Authority and connects call with appropriate staff members. 

2.
Assists the public in obtaining desired information and services.

3. 
Picks up mail daily from the post office at the beginning of each workday.

4.
Sorts and distributes incoming mail to appropriate department. Accepts packages and 
overnight letters, notifying recipients of arrival and requesting pick-up. 
5.
Processes outgoing mail and drops off at post office daily at the end of each workday.

6.
Maintains office supply inventory and fills purchase order requests for routine office 
supplies.

7.
Distributes all incoming faxes.

8.
Maintains and distributes updated telephone list of all employees and their job titles. 

9.
Maintains list of appointments and directs incoming public to appropriate personnel.

10.
Provides clerical support to various departments within the Authority, to include typing, 
filing, faxing, copying, etc.

11.
Maintains copies of forms needed for applicants applying for housing.

12.
Maintains data regarding postage meter and orders additional postage as necessary.
REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES

1. Knowledge of Word, Excel, and Power Point. 
2. Ability to understand policies, regulations, and procedures as set forth by the Housing Authority and/or HUD.
3. Ability to present ideas and information in a clear and concise manner, both orally and in writing.
4. Ability to work in less than ideal conditions, i.e. noise, high traffic areas, etc.
5. Ability to maintain an effective working relationship with supervisors, peers, and general public. 
9.
Knowledge of computerized accounting systems and various types of input and output 
media.

10.
Knowledge of report preparation techniques and procedures and a demonstrated ability to 
prepare and evaluate professional, technical reports, and other documents.

11.
Good interpersonal skills with a sincere interest in helping people solve problems.
MINIMUM EDUCATION, TRAINING, AND/OR EXPERIENCE

education:


A college degree with coursework in, business administration, public administration, or 
human services is preferred.
Experience:

Two years’ experience in position(s) involving considerable public contact. Any equivalent combination of education, training, and experience may be substituted which provides the required knowledge, abilities, and special skills.

Special Skills:

· Excellent verbal and interpersonal communication skills.

· Must be able to treat all information related to this position in a confidential manner when warranted.  Must be able to recognize when something is confidential and must be treated as such.

· Ability to type at least 60 wpm and operate a personal computer, specifically familiar with Microsoft Office software.  

ADA REQUIREMENTS

Physical Requirements:  

· Must be able to work, move, or carry objects or materials such as files, computer printouts, reports, calculator, etc.

· Must be able to sit for extended periods of time at a workstation or desk.
· Must possess manual dexterity to work efficiently on a computer keyboard for data entry.
· Must have ability to lift, push, and/or pull light to heavy objects (10-50 lbs).
· Ability to have punctual attendance.

Environmental Requirements:

· Task is regularly performed without exposure to adverse environmental conditions.

Sensory Requirements:

· Task requires sound and visual perception and discrimination. 

· Task requires oral and written communications ability.
SPECIAL REQUIREMENTS

· Able to be covered under the Housing Authority’s fidelity bond.

· Ability to establish a checking/savings account for direct deposit of first and subsequent paychecks.
RELATIONSHIPS

Internal:


Ability to work efficiently and effectively with the Department of Admissions and Occupancy and the Department of Community Policing, assisting in office and administrative details.  Ability to interact with co-workers, providing assistance as needed, and act as a liaison between the Authority employees, and residents.
External:


Ability to communicate with Commissioners; local, state and federal officials; vendors, contractors, residents, and the general public. Ability to communicate with people from a broad range of socio-economic backgrounds.

SUPERVISION OF PERSONNEL

Total Supervised:  None.

I certify that I have received a copy of the position description for Administrative Assistant, reviewed same, and understand the contents.

I hereby understand that in order to qualify for FMLA, I must have been actively employed by the Johnson City Housing Authority for a period at least 12 months (whether consecutive or not) and have worked at least 1250 hours during the 12-month period immediately prior to the beginning of the leave (including overtime).

I hereby understand that this job description should not be construed as an all-inclusive statement of every task(s) required of this position, but as a fair representation of the great majority of the work.

I hereby understand and acknowledge that, unless otherwise defined by applicable law, any employment relationship with this organization is of an “at will” nature, which means that the employee may resign at any time, and the employer may discharge the employee at any time with or without cause.
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