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1.
Position Code

 

	
	State of Michigan

Department of Civil Service

Capitol Commons Center, P.O. Box 30002

Lansing, MI 48909
	

	Federal privacy laws and/or state confidentiality requirements protect a portion of this information.
	POSITION DESCRIPTION
	


	This form is to be completed by the person that occupies the position being described and reviewed by the supervisor and appointing authority to ensure its accuracy.  It is important that each of the parties sign and date the form.  If the position is vacant, the supervisor and appointing authority should complete the form.

This form will serve as the official classification document of record for this position.  Please take the time to complete this form as accurately as you can since the information in this form is used to determine the proper classification of the position.  THE SUPERVISOR AND/OR APPOINTING AUTHORITY SHOULD COMPLETE THIS PAGE.

	
2.
Employee’s Name (Last, First, M.I.)

 Vacant
	
8.
Department/Agency

Michigan State Housing Development Authority 

	
3.
Employee Identification Number

 
	
9.
Bureau (Institution, Board, or Commission)



	
4.
Civil Service Classification of Position

Financial Analyst 9-12
	
10.
Division

 Asset Management

	
5.
Working Title of Position (What the agency titles the position)

Asset Manager 
	
11.
Section

Office of Asset Management / Intake

	
6.
Name and Classification of Direct Supervisor

Matt Bergeon, Departmental Manager 15
	
12.
Unit



	
7.
Name and Classification of Next Higher Level Supervisor

Troy Thelen, Acting, State Division Administrator 17
	
13.
Work Location (City and Address)/Hours of Work

MSHDA Lansing Office or MSHDA Detroit Office
Office hours:  8:00 am – 5:00 pm

	
14.
General Summary of Function/Purpose of Position

The employee will monitor a portfolio of MSHDA financed multi-family housing developments, to ensure compliance with state and federal rules, regulations and laws, and to ensure that developments are managed in a fiscally and physically sound manner, thus securing MSHDA’s mortgage investments.  At the Senior Level, this position also acts as an OAM Intake Officer for multifamily housing development proposals.

	For Civil Service Use Only



	
15.
Please describe your assigned duties, percent of time spent performing each duty, and explain what is done to complete each duty.



List your duties in the order of importance, from most important to least important.  The total percentage of all duties performed must equal 100 percent.

	Duty 1

General Summary of Duty 1
% of Time

55

Oversee the operations of a portfolio of financially and/or physically distressed multi-family developments striving to arrive at solutions to ensure the Authority’s mortgage is paid in full.

	Individual tasks related to the duty.

· Monitor the operations of a portfolio of MSHDA financed properties using advanced financial and statistical analysis.
· Provide early warnings of non-performance and oversee implementation of workout plans to help assure solvency.
· Financial and physical oversight of development.
· Review budgets.
· Review audits.
· Process draw requests.
· Perform site visits.
· Frequent contact with managing agents via telephone and in person.
· Analyze vacancy rate and turn-over for effects on development economic feasibility.
· Process tenant complaints & customer inquiries.
· Analyze Monthly Income & Expense Reports.
· Review Managing agent performance.
· Insure adherence to good on-site procedures (i.e. purchasing, maintenance, marketing, rent collection).

	Duty 2

General Summary of Duty 2
% of Time

15

Functions as an Intake Officer.  

	Individual tasks related to the duty.

· Reviews & approves operating expenses and proposals for new developments.

· Participates on MSHDA's Underwriting Committee when requested.

· Prepare Underwriting Certificate and Expense sheet with a Go, No Go, or  Other  recommendation to the proposal .  Completes Underwriting reviews and certificates for development proposals, propose operating feasibility, mortgage loan commitment and mortgage loan Initial Closing.    

· Extensive coordination and negotiations with consultants, architects, proposed owners and management agents related to physical and financial development operations, income and expenses of the proposed development.  Collection, review and acceptance of all required documents and supporting documentation.  Provides asset management oversight for intake developments during the 1st year of operations including:  Budgets, Audit, Occupancy, Development Reviews, Site Visits, Premium Fees, Customer Interface, Draw processing & Management Agreements.

Complete understanding of multifamily housing development operations, including the physical and financial needs of a development related to geographic area, elderly housing, family housing, housing for individuals with special needs, low-rise and high rise construction and a historical knowledge of successful developments.  


	Duty 3

General Summary of Duty 3
% of Time

10

Develops and recommends solutions to problems arising with assigned portfolio.

	Individual tasks related to the duty.

· Utilize statistical analysis in portfolio oversight, development operations and decision making process.

· Develops recommendations for mortgage modifications, sponsorship changes, HOME assistance, deep subsidy programs, major capitalization and physical improvement programs, tax abatements, etc.
· Negotiating the problem solutions with owners, agents, HUD, City officials and others.
· Finalizing the problem solving proposal and insuring compliance.
· Actively participates on a team that will negotiate the resale, mortgage restructuring, or foreclosure of MSHDA-financed multifamily and special housing developments.

· Act as resource person noting economic impact of MSHDA programs and effect on MSHDA financed portfolio.

· Guide and help train other staff on application of various financial and statistical analysis.

	Duty 
General Summary of Duty 4
% of Time
5

Directs the management of Authority owned developments.

	Individual tasks related to the duty.
· Handles oversight of the professional managing agent who provides day to day operating oversight.

· Works in a team environment providing specialized expertise to resolve issues on troubled non-profit properties.

· Provide technical assistant to staff in other MDHSA division on issues such as design, function and marketability of units and materials for construction, feasibility income and expense analysis.

· Understand and utilize statistical analysis and information in decision making process.


	Duty 5

General Summary of Duty 5
% of Time

10

Develop financial agreements and other financial documents to assure proper disbursement of MSHA controlled funds.

	Individual tasks related to the duty.

· Assures adequate control of MSHDA held funds.
· Monitors planned capital improvements to assure they are properly completed.

· Reviews and make recommendations for approval of subsidy payments.

· Prepares cost projections.



	Duty 6

General Summary of Duty 6
% of Time

5

Participate on cross-divisional teams that insure systems thinking and Mission Vision based solutions and policy development.

	Individual tasks related to the duty.

· Recommend policy changes and process improvements to insure increased productivity and customer service.
· Direct and participate in the process of revision/enhancement of complex Division financial management systems.

· Critically analyze how the job is done, recommend and implement improvements on a regular basis


	
16.
Describe the types of decisions you make independently in your position and tell who and/or what is affected by those decisions.  Use additional sheets, if necessary.

The position determines when to reject a proposal based on policy, when proposed operating cost adjustments are appropriate, if additional owner concessions (monetary and programmatic policy) are needed.  Whether a transaction is presented to the Board of Directors and the dollars necessary to close a transaction are affected by these decisions.

	
17.
Describe the types of decisions that require your supervisor’s review.

Supervisory review is needed when proposing a solution that exceeds the boundaries of a policy or past practices.

	18. What kind of physical effort do you use in your position?  What environmental conditions are you physically exposed to in your position?  Indicate the amount of time and intensity of each activity and condition.  Refer to instructions on page 2.

No unusual physical effort is required.  The environmental conditions are very stressful because delays in completing transactions may affect the final interest rate, which affects the financial viability of a transaction.



	
19.
List the names and classification titles of classified employees whom you immediately supervise or oversee on a full-time, on-going basis.  (If more than 10, list only classification titles and the number of employees in each classification.)

	NAME
	CLASS TITLE
	NAME
	CLASS TITLE

	None
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
20.
My responsibility for the above-listed employees includes the following (check as many as apply):


Complete and sign service ratings.

Assign work.


Provide formal written counseling.

Approve work.


Approve leave requests.

Review work.


Approve time and attendance.

Provide guidance on work methods.


Orally reprimand.

Train employees in the work.

	
21.
I certify that the above answers are my own and are accurate and complete.


Signature


Date


NOTE:  Make a copy of this form for your records.

	TO BE COMPLETED BY DIRECT SUPERVISOR


22.
Do you agree with the responses from the employee for Items 1 through 20?  If not, which items do you disagree with and why?

Yes.

	
23.
What are the essential duties of this position?

The function of this position is to take a close look at specifically assigned multifamily housing developments on an on-going basis by evaluating financial reports, budgets, audits and other data and by inspecting the property to provide early warning of fiscal or physical problems and lead the problem solving effort.

	
24.
Indicate specifically how the position’s duties and responsibilities have changed since the position was last reviewed.

N/A.

	
25.
What is the function of the work area and how does this position fit into that function?

The work area is responsible for:  monitoring a portfolio of 40,000+ Authority-financed rental units; ensuring the properties provide safe, decent, and sanitary housing to qualified low and moderate income e families; insuring MSHDA’s mortgage investment is secure; and ensuring all applicable state and federal laws are followed.  This position helps to prevent mortgage defaults by providing an early warning of impending problems and helping to resolve problems before they become a crisis.

Utilizes knowledge, experience and training in review and development of new multifamily housing proposals.

	
26.
In your opinion, what are the minimum education and experience qualifications needed to perform the essential functions of this position?

	EDUCATION:

Possession of a bachelor’s degree in any major with at least 24 semester (36 term) credits in one or a combination of the following:  accounting, finance, or economics.

	EXPERIENCE:

Financial Analyst 9 
No specific type or amount is required. 

Financial Analyst 10 
One year of professional experience providing a systematic review, analysis, interpretation, and/or evaluation of budgets, mortgages, loans, or other financial data, equivalent to a Financial Analyst 9, Accountant 9, or Auditor 9. 

Financial Analyst P11 
Two years of professional experience providing a systematic review, analysis, interpretation, and/or evaluation of budgets, mortgages, loans, or other financial data, equivalent to a Financial Analyst, including one year equivalent to a Financial Analyst 10, Accountant 10, or Auditor 10. 

Financial Analyst 12 
Three years of professional experience providing a systematic review, analysis, interpretation, and/or evaluation of budgets, mortgages, loans, or other financial data, equivalent to a Financial Analyst, including one year equivalent to a Financial Analyst P11, Accountant P11, or Auditor P11.

	KNOWLEDGE, SKILLS, AND ABILITIES:

The preferred candidate will possess strong analytical and math skills, good writing skills, good verbal communication skills and good organizational capabilities.  A valid driver’s license is required.

	CERTIFICATES, LICENSES, REGISTRATIONS:



	NOTE:  Civil Service approval of this position does not constitute agreement with or acceptance of the desirable qualifications for this position.

	
27.
I certify that the information presented in this position description provides a complete and accurate depiction of the duties and responsibilities assigned to this position.

	
Supervisor’s Signature


Date

	TO BE FILLED OUT BY APPOINTING AUTHORITY

	
28.
Indicate any exceptions or additions to the statements of the employee(s) or supervisor.



	
29.
I certify that the entries on these pages are accurate and complete.


Appointing Authority’s Signature


Date


Page 8

