Union Housing Authority, Union, SC

Position:  Section 8 HCV Program Coordinator

The Union Housing Authority in Union, SC is seeking qualified candidates for the position of Section 8 HCV Program Coordinator to coordinate its Housing Choice Voucher Program.  The program is authorized to lease up to 274 HCV vouchers.  This position provides technical and administrative support in the coordination of the HCV Program in accordance with existing HUD regulations and guidelines.  Job duties include, but are not limited to, promoting full utilization of vouchers, determining program eligibility, calculating rents, conducting briefings, executing and maintaining leases between property owners and residents, conducting annual and interim certifications, maintaining data to support established utility allowances, coordinating monthly payments to property owners, financial management, maintaining rent reasonableness studies, portability management and reporting to HUD on program activities.  Additional responsibilities include the electronic transmission of various HUD reports and data, scheduling HQS inspections, reviewing waiting lists, tenant files and lease-up rates.  The HCV Coordinator is responsible for implementing quality control measures and the development of specific strategies to ensure the program is fully utilized.  This position may perform other duties as assigned by the Executive Director.  Travel for training purposes will be required.  Job responsibilities require excellent organizational, interpersonal and decision making skills as well as excellent mathematical skills.

Minimum Qualifications:  A high school diploma and five (5) years of experience in management, business administration, public administration, or related field. 

Preferred Qualifications:  A Bachelor’s degree and three (3) years of experience in management, business administration, public administration or related field and a thorough knowledge of HUD programs, policies and procedures and experience in public housing management or an equivalent combination of education and experience.

The Housing Authority offers State Retirement and an excellent employee benefits package.  Salary will be based on qualifications and experience.  UHA is an Equal Opportunity Employer.
 
Qualified candidates should email a resume no later than Thursday, October 14, 2021 to rlittlejohn@unionhousing.org or mail to:

Union Housing Authority
Attn:  HCV Program Coordinator
PO Box 664
[bookmark: _GoBack]Union, SC  29379
