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MICHIGAN ABILITY PARTNERS




Michigan Ability Partners (MAP) is an equal opportunity employer and actively seeks applicants from diverse racial and ethnic backgrounds, as well as historically marginalized groups.

Title: Housing Supports Administrative Team Leader
General Summary: This staff person is responsible to the CEO or designee and attends the Leadership Team meetings.  It is the Team Leader’s responsibility to provide administrative leadership to the team, oversee all housing programs as assigned.  This employee must exercise considerable skill in working with funders, WHA and other organizations.   This employee exercises leadership and independent judgment in carrying out duties. This position is responsible for all HUD, MSHDA and Continuum of Care compliance.
Responsibilities: 
1. Oversees corporate compliance with applicable funding sources.
2. In conjunction with the Clinical Housing Team Leader, Administrate housing contracts: HUD PSH, Coordinated funding, Ann Arbor Housing Commission.
3. Ensures that the program is operated under Michigan Ability Partners and funding source guidelines, policies and procedures.
4. Apply HUD record keeping standards including PSH Program Manual

5. Maintains a positive relationship with WHA, funding sources including the Washtenaw County, Ann Arbor Housing Commission, and coordinates closely with MAP HDC, LLC, property managers, and other supportive service agencies.

6. Serve as the agency representative when meeting with area agencies including representation at Community Housing Prioritization (CHP) meeting.

7. Maintain oversight and assignment of housing vouchers.
8. Supervision of Voucher Manager.
9. Confirm eligibility, complete move-in paperwork, and disability and income certifications.

10. Enter data into HMIS as necessary, work with Clinical Housing Supports Team Leader to serve as HMIS Agency Co-Administrator, ensuring data quality. 
11. Oversite of housing voucher paperwork, leasing information and statistical program evaluation.
12. Complete information requested for reporting for HUD and other funding sources.
13. Track matching funds utilization for grant programs.
14. Act as tenant/landlord liaison, act as first point of contact for landlords.
15. Coordinate apartment key organization and use.

16. Coordinate data migration to rental assistance software.

17. Oversite of document/form creation and management for housing programs.

18. Participate in digitization of all housing program files.
19. In cooperation with MAP staff, conduct or schedule inspections.
20. Manage Housing Quality Standards inspection training, scheduling and documentation.

21. Receive and review all Rental Assistance/Leasing Paperwork.
22. With voucher manager, send late rent notices and other correspondence to tenants.

23. Acquire insurance as needed for apartment complexes.

24. oversee the Rental Assistance billing
25. Maintain current tenant list.

26. Reviews client information for entrance to and exit from the program
27. Promote good working environment/relationships through presentation and information sharing.
28. Assist with gathering project evaluation information for grant reporting and annual reports as well as for agency Program Evaluation.
29. Participate on MAP committee assignments & fundraising activities.
30. Staff program board committee.
31. Application and development of new grants in conjunction with the MAP CEO and/or development staff.
32. Other duties as assigned by the CEO
Qualifications: A Masters Degree in human services is strongly preferred. A Bachelor’s degree with exceptional experience with persons with disabilities, project management and affordable housing management may be considered as well.  Must possess strong writing, speaking and computer skills (Microsoft Office, QuickBooks). A basic understanding of housing development would also be a plus. Valid driver’s license.
Status: Full time Exempt 
Salary Range: $45,000-$50,000 Excellent comprehensive benefit package
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