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EMPLOYMENT OPPORTUNITY

Job Title:


Resident Service Coordinator   
Location Address:

8910 N. 78th Avenue




Peoria, AZ. 85345 
Salary:



Starting at $59,100/year DOE
Conditions of Employment:
This is a full-time, exempt, and unclassified position
Closing Date:
Open Until Filled 
The Housing Authority of Maricopa County (HAMC) is seeking highly motivated applicants for the position of Resident Service Coordinator. Applicants should be committed to teamwork, have a shared commitment to quality of everyday work, and demonstrate the willingness to assume ownership in completion of tasks. 
Our Mission

The mission of the Housing Authority of Maricopa County is to improve the quality of life of families and strengthen communities by developing and sustaining affordable housing programs; and to become a leading housing authority by exemplifying best practices, offering innovative affordable housing programs, and expanding accessibility throughout Maricopa County.
Our Vision

We dedicate ourselves to creating and sustaining an environment where every Maricopa County family has an opportunity to obtain safe, affordable housing, which provides an environment to raise a well-rounded, strong, and healthy family.

Representative summary of important and essential job functions
Summary:  This grant-funded position entails responsible highly skilled administrative work in achieving sustainable economic and housing self-sufficiency. The Ross SC Grant Coordinator (Coordinator) will work with Public Housing families to assist residents in meeting their self-sufficiency and personal goals by providing social, instructional, social development, employment assistance and educational classes through partnerships established with local service providers and other government programs. Work requires contact with a variety of groups including government officials and professionals. The coordinator works with the educational and business communities in developing placement opportunities for families, and with social service agencies to find appropriate supportive services. Work is performed under the general supervision of Asset Management.
Essential Job Functions: The list that follows is not intended as a comprehensive list; it is intended to provide a representative summary of the major duties and responsibilities. Incumbent(s) may not be required to perform all duties listed, and may be required to perform additional, position-specific tasks.
· Provides service program information to Public Housing residents and families.

· Schedules meetings with residents and agency partners to explain the programs that are available to   the client.

· Conducts interviews with participants to determine the nature and extent of their needs.

· Links participants to supportive services designed to increase earned income, reduce the need for welfare assistance.
· Works in partnership with agencies including members of the Program Coordination Committee (PCC).

· Coordinates services and resources for personal, family, health, childcare, educational, training housing, and economic development needs of resident.
· Sets up appointments to discuss progress and arrange for referrals on an as needed basis.
· Prepares written reports of service.

· Performs evaluations of participant progress.
· Stores confidential records in a confidential location.
· Prepares HUD annual reporting and monthly Board reports for grant.
· Attends management meetings as scheduled.

· Refers to Code of Federal Regulations.
· Maintains an awareness of worker safety guidelines and procedures and applies these in performing daily tasks and activities.

· Operates a variety of office equipment such as computers, telephone, printer, copy machine and fax machine.

· Uses general office supplies and computer software, such as Microsoft Office including Word, Excel, Publisher, etc.
· Performs other related services as required.
· Supervises Resident Services Interns.

· Prepares and provides new employee/intern orientation.

· Creates work plan design for new employee’s intern(s).
· Holds regular meetings with intern(s) to monitor work and accomplishment of goals.

REPORTING STRUCTURE

A.
Supervision Received: 
Reports to Deputy Housing Director

B.
Supervision Exercised:
Resident Service Facilitator

Required Knowledge and Skills:

· Requires the ability to be a motivated self-starter who can work with minimum supervision.
· Requires willingness and flexibility to take new perspectives and apply them to day-to-day work.
· Requires the ability to compare and/or judge the readily observable functional, structural, or compositional characteristics (whether similar to or divergent from obvious standards) of data, people, or things.
· Requires the ability of speaking and/or signaling people to convey or exchange information. Includes receiving assignments and/or direction from supervisor.
· Requires ability to read a variety of policy and procedure manuals, regulations, applications, etc.
· Requires the ability to prepare required reports, correspondence, etc. with proper format, punctuation, spelling, and grammar, using all parts of speech.
· Requires the ability to speak with and before others with poise, voice control, and confidence.
· Requires the ability to apply principles of rational systems to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists.
· Requires the ability to interpret a variety of instructions furnished in oral, written, diagrammatic or schedule form.
· Requires the ability to learn and understand relatively complex principles and techniques; to make independent judgments in absence of supervision.
· Knowledge of topics related to primary occupation.
· Must have the ability to comprehend and interpret received information and to understand and implement basic office machinery functions.
· Requires the ability to record and deliver information.
· Requires the ability to explain procedures, to follow verbal and written instructions.
· Must be able to communicate effectively and efficiently with people of a variety of educational and cultural backgrounds.
· Requires the ability to add and subtract totals, to multiply and divide, to determine percentages and decimals and to determine time.
· Requires the ability to inspect items for proper length, width, and shape, and visually read various information.
· Requires the ability to coordinate hands and eyes using office machinery.
· Requires the ability to handle a variety of items, keyboards, office equipment, control knobs, buttons, switches, catches, etc.
· Must have minimal levels of eye/hand/foot coordination.
· Requires the ability to differentiate colors and shades of color; requires the visual acuity to determine depth perception, peripheral vision, inspection for small parts; preparing and analyzing written or computer data, etc.
· Requires the ability to deal with people beyond giving and receiving instructions.
Education, Experience, Certifications and Licenses:
Bachelor’s degree in social services, Public Administration, Counseling, or related field, AND two (2

years’ experience   in grant   program   oversight; OR   equivalent   combination   of   education   an

experience. Valid Arizona Driver's License required. May be required to have bi-lingual English/Spanish
language skills.
Work Environment 

· Environmental Factors: Indicate “Work is performed in an office environment” unless maintenance work is performed then list the following:
· Work is performed indoors in unsanitary conditions, and in outdoors environment with prolonged exposure to Arizona heat; the noise level in the work environment may be load. Some task involve some physical effort, for example, some standing and walking, required to lift and carry up to 50 pounds, and perform heavy physical work, including climbing, bending, kneeling and lifting in performing maintenance, repair and rehabilitation work projects; or minimal dexterity in the use of fingers, limbs, or body in the operation of shop or office equipment’

· Equipment and Tools Utilized: Standard equipment includes personal computer and standard office equipment.
The Housing Authority of Maricopa County participates in the Employment Eligibility Verification Program 
(E-Verify) and requires a drug screen and background check for new employees. 
Filing Process

As part of the job application process your completed online application must be completed to be considered for the postion at www.maricopahousing.org. If you need assistance completing your application, please contact Human Resources, careers@maricopahousing.org. 
Equal Employment Opportunity

It is the policy of the Housing Authority not to discriminate in employment or the provision of services.  HAMC is an Equal Opportunity Employer. HAMC Human Resources provides reasonable accommodation in the application and/or testing process to eligible individuals requesting assistance under the Americans with Disabilities Act.  Please contact the Human Resrouces at 602-744-4500 if you require assistance.

