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Job Description

Job Title:
Section 8 Occupancy Specialist


Supervisor:
Section 8 Manager

Brief Description:

This position will provide the full range of Section 8 Program services from tenant enrollment to end of participation including orientation, eligibility, recertification and inspections. 
Requirements:

Must have excellent verbal, written, keyboard, and organizational skills. Must have good to superior computer skills with the ability to type a minimum of 45 wpm, and have a good knowledge of Microsoft Office / Word, and Excel programs. Must have good math, filing, and written and verbal communication skills. Must also be able to multi-task in a fast team based paced environment.  Preference will be given to those who have 5 years or more of experience. Must be mature, have a professional appearance and demeanor.    Must have a minimum of a high school diploma, with a vocational or college degree a plus.  Must have a valid West Virginia driver’s license, and be able to be insured on the agency auto policy. 

Supervisory Responsibilities:



None

Specific Job Duties:


Housing Quality Inspections  



Establish client eligibility



Compute rent, and gross family contribution



Determine household unit size



Execute lease approval process



Complete interim and re-examination process



Monthly payroll



General case management of each assigned client from time of initial application to end of 


participation.



File maintenance



Gather information regarding complaints


Conduct new client orientation


Other duties as requested
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