YOLO COUNTY HOUSING
Portfolio Supervisor

Program Supervisor - Real Estate Services Division

Yolo County Housing (YCH)

YCH has provided high quality, stable and sustainable housing and supportive services to people in need for
over 60 years. Governed by a Board of seven Commissioners, including two Tenant Commissioners and
under the direction of Lisa A. Baker, YCH has received multiple awards including the 2014 Low-Rent Public
Housing Agency of the Year. We are the first PHA to be listed in the National Climate Registry and the
agency focuses on green and sustainable operations. YCH and its allied organizations provide assistance to
over 7,600 low and moderate income persons through:

¢ 1,727 Housing Assistance Vouchers (ACC)

¢ 439 YCH Owned Units (431 Low-Income Public Housing)

¢ 95 Non-Profit Owned Units (New Hope CDC)

¢ 96 YCH Managed City of Davis Units

¢156 Tax Credit Partner Units

¢ 237 Seasonal Agricultural Units
The “YCH Team” is a motivated, positive, hard working group of people dedicated to the mission of the
organization and led by a dynamic management team.

Nature of Position

e Manage growing housing portfolio of 800+ year-round and seasonal migrant farm worker units leading by
example with integrity in all levels of program service delivery and tenant relations.

e Develop and administer annual budget; monitor monthly and make recommendations to meet division
goals.

e Troubleshoot and solve complex tenant issues seeking solutions to maintain affordable housing to low
income families.

e Leadership, supervision and support to 4 (four) property managers in areas of partner and tenant
relations, property and unit inspections, risk mitigation, and day-to-day operations.

e Serve as an integral member of the management team.

e Compile and create statistical and narrative reports regarding programs.

Desired Qualifications and Personal Characteristics

e Experience in managing federal, State and local affordable housing programs. HUD Public Housing,
HUD Multi-Family, and Tax Credit experience a plus.

¢ Highly organized professional who can effectively manage people and multiple projects.

¢ Demonstrated ability to communicate effectively both verbally and in writing.

¢ Motivated, forward thinking, with demonstrated good judgment.

e Conscientious, responsive, commitment to integrity and customer service, computer literate and detail-
oriented.



Minimum Qualifications

e Five years progressive experience in the provision of community or housing programs or work in a
property management environment. Post-secondary education can be substituted for experience; and

¢ High School Diploma/GED required (B.A./B.S. preferred); and

¢ Possess a valid Public Housing Management Certificate or obtain such certification within six months.

Salary

The salary range for this position is $53,765—$65,352 per year plus an excellent benefit package:
¢ Membership in the State of California Public Retirement System (PERS) with five year vesting;
¢ Flexible health benefit package including choice of health, dental, and vision for employee and

dependents through PEMCHA,;
¢ 80 hours of paid holiday and 32 hours of paid floating holiday leave;
¢ 80 hours of paid administrative leave per calendar year,
e Participation in pretax flexible spending accounts for health care and dependent care expenses;
¢ Deferred compensation plan (457) available;
¢ Short and long term disability, life, cancer, and accident insurance policy options available;
¢ EAP and Catastrophic Leave Program
¢ Office operates on a 4 day/10 hour work schedule; closed on Fridays.

Application Process — Deadline to Apply is Thursaay, March 77, 2076
If you are interested in this outstanding opportunity, please submit a detailed resume, cover letter, and
completed YCH employment application to:

Human Resources

Yolo County Housing

147 W. Main Street, Woodland, CA 95695
530-662-5429(fax)

jobs@ych.ca.gov

YCH applications can be found at www.ych.ca.gov. YCH is an equal opportunity employer. In compliance
with ADA requirements, YCH provides reasonable accommodation to qualified individuals with disabilities.
Please contact the 504 Coordinator to discuss accommodation requests.

Life in Yolo County (Pop. 204,593)

Located just northwest of Sacramento, Yolo County is rich with tradition, history, and new opportunities. One
of the original counties of California, created in 1850, it is a large agricultural region.

Yolo County is home to UC Davis, has great bicycling opportunities and offers abundant recreation including
Lake Berryessa and the Sacramento River, the Robert Mondavi Center for the Arts, the Palms Playhouse,
Woodland Opera House and the River Cats Triple A Baseball team. There are art walks, museums,
galleries, theatre, wineries and the Cache Creek Casino. Yolo County is also just a short drive to the famous
Napa and Sonoma wine country, majestic Lake Tahoe, and the city life of San Francisco.


http://www.ych.ca.gov/

YOLO COUNTY HOUSING
PROGRAM SUPERVISOR
PROGRAM SUPERVISOR

Class specifications are intended to present a description list of the range of duties performed
by employees in the class. Specifications are not intended to reflect all duties performed within
the job.

DEFINITION

To plan, organize, direct and review the daily activities and operations of the Housing
Assistance Programs (including a variety of Voucher-based programs) and/or Real Estate
Services programs (including YCH and non-profit owned properties); supervise, assign, review
and participate in the work of staff responsible for providing HCV and/or LIPH services within
YCH housing programs; ensure work quality and adherence to established policies and
procedures; provide responsible and complex administrative support to the General Director.

SUPERVISION RECEIVED AND EXERCISED

Receives direction from the General Director and serves at the will of the Chief Executive
Officer.

Provides direction and supervision to assigned staff.

ESSENTIAL FUNCTION STATEMENTS

Essential and other important responsibilities and duties may include, but are not limited to, the
following:

1. Plan, prioritize, assign, supervise, review and participate in the work of staff responsible for
providing Housing Assistance, HCV, Real Estate Services and/or LIPH programs (including
non-profit owned units), tenant relations and related administrative areas.

2. Participate in the development and implementation of policies and procedures; monitor work
activities to ensure compliance with established policies and procedures; make
recommendations for changes and improvements to existing standards and procedures.

3. Assist in the development, recommendation and implementation of departmental goals and
objectives.

4. Train, motivate and evaluate assigned personnel; provide or coordinate staff training; work
with employees to correct deficiencies; implement corrective performance procedures with
approval.

5. Responsible for the development and administration of assigned departmental budgets;
make recommendations for additional funds for staffing, equipment, materials, and supplies;
monitor and approve expenditures; implement adjustments as approved.



10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

Plan, direct, coordinate and review assigned work activities, projects and programs; review
and evaluate work products, methods and procedures; meet with staff to identify and resolve
problems.

Assists in the compilation of data and preparation of all necessary submissions to federal,
state, and/or local authorities; while ensuring timely and accurate processing of reports.
These reports include but are not limited to SEMAP, PIC, VMS and PHAS.

Coordinate resident relations activities; provide assistance in tenant/landlord conflict
resolution; provide staff support to the tenant council; attend public hearings and act as
hearing officer as required; prepare and participate in eviction activities.

Attend and participate in professional group meetings; stay abreast of new trends and
innovations in the field of housing program administration.

Respond to and resolve difficult and sensitive citizen inquiries and complaints.

Review and approve assigned departmental budgets; provide mid-year review and
adjustment to line items for approval by Director of Operations and/or Finance Director.

May provide direction to assigned maintenance personnel; approve purchased items;
process and monitor all work orders in computerized system for rental properties.

Monitor maintenance work orders, inventory system, and purchasing; ensure compliance
with preventative maintenance and mandated maintenance programs in assigned area.

Oversee, initiate and review inspection reports for assigned area meeting HUD protocols
and standards.

Submit all purchase orders, invoices, and other required documents to accounts payable in
a timely manner.

Manage YCH and/or New Hope Community Development Inc. properties as assigned.

Serve as staff on boards, commissions and committees as assigned.

In accordance with Government Code 3100, perform the duties as disaster services worker
as assigned in the event of a declared disaster or state of emergency by the Yolo County
Housing Executive Director, Yolo County OES and/or the State of California DHS.

Perform all duties in a safe and conscientious manner following the YCH Injury lliness and
Prevention Guidelines, reporting all injuries within 24 hours to your supervisor or member of
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the management team; reporting any safety concerns to your supervisor, member of the
management team, or member of the YCH safety committee.

Abide by the YCH Risk Control Policy Statement assuring the highest level of safety and
well being of residents, tenants, employees, volunteers and visitors, abiding by all applicable
laws and regulations which govern the health and safety of all, and employing risk control
methods where feasible to prevent and control losses. Report any observed or reported
health, safety, and risk concerns to your supervisor, a member of the management team, or
member of the YCH risk control committee.

Perform related duties and responsibilities as required and/or assigned.

QUALIFICATIONS

Knowledge of:

Principles of business letter writing and basic report presentations. Proper grammar,
spelling, punctuation, and composition of client and agency letters.

Office procedures, business mathematics application, computer office equipment and
procedures, and statistical recordkeeping methods.

Basic interview techniques.

Common administrative terminology and standard YCH correspondence and report format.
Operation of standard office equipment.

Principles and procedures of record keeping, reporting, and filing systems.

HUD and YCH organization rules and regulations, including housing program principals,
policies, and procedures.

Principles and practices of asset management and voucher processes.

Principles, practices and regulations of California property management.

Operations, services, and activities of a building and grounds maintenance program.
Principles of supervision, training and performance evaluation.

Pertinent Federal, State, and local codes, laws, and regulations.

Ability to:

Provide daily supervision, leadership, and guidance to assigned staff and monitor operations
and service delivery.

Supervise, train, and evaluate staff.

Prepare and manage line-item budgets; make recommendations for adjustments.

Establish and maintain effective working relationships with those contacted in the course of
work.

Communicate clearly and concisely, both orally and in writing.

Operate a personal computer using various applications and related programs, including
standard, as well as proprietary software.

Deal diplomatically and sensitively with clients, landlords, other agency representatives, and
the general public.

Respond to requests and inquiries from tenants and the public.

Maintain confidentiality.

Interpret and apply YCH policies, rules and regulations.

Interpret and apply Federal, State, and local policies, laws and regulations.



e Drive from site to site.

Experience and Training Guidelines

Any combination of experience and training that would likely provide the required knowledge
and abilities is qualifying. A typical way to obtain knowledge and abilities would be:

e High School Diploma or GED and;

e Associates Degree plus two years experience as a Housing Specialist Il or equivalent
position in public housing, local government, or non-profit or;

o Bachelor's Degree plus one year as a Housing Specialist Il or equivalent position in public
housing, local government, or non-profit ; or;

¢ Five (5) or more years of full-time, increasingly responsible experience in a position involved
in the provision community or housing programs or work in a property management
environment or three (3) years experience as a Housing Specialist Il; and;

o Possess a valid Public Housing and/or HCV Certificate or obtain such certification within six
months of appointment of the classification.

Physical Demands:

Essential functions may require maintaining physical condition necessary for sitting or standing
for prolonged periods of time in both indoor office and external housing environment. Have the
hand strength and manual dexterity to operate keyboard equipment. Must be able to stretch,
bend, and lift up to 10 pounds and climb stairs. Reasonable accommodations for physical
requirements will be considered and made on a case-by-case basis. Requests for reasonable
accommodations can be made to your supervisor or the Resource Administrator.

Special Requirements:

e Must have access to an automobile or other means of transportation, when and if required
to travel on YCH business.

e Must possess current automobile insurance in accordance with California law and, a valid

California driver’'s license, including a driving record acceptable to the YCH insurance

company.

Must be insurable by YCH insurance carriers.

Provide required proof of legal right to work in the United States.

Employees in this classification will be required to pay monthly union dues.

Public employees under Government Code 3100-3109 are required to perform duties as

disaster service workers in the event of a natural, man-made, or war-caused emergency. To

prepare for this service, employees in this classification code are required to complete, at a

minimum, NIMS 100 Certification within their first year of employment.

Yolo County Housing is an equal opportunity employer.



