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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

LEO / Michigan State Housing Development Authority

	
3.
Employee Identification Number


	
9.
Bureau (Institution, Board, or Commission)



	
4.
Civil Service Classification of Position

Departmental Analyst Trainee 9-12
	
10.
Division

Rental Assistance and Homeless Solutions

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

Homeless Assistance Specialist
	
11.
Section

Homeless Solutions

	
6.
Name and Classification of Direct Supervisor

Christina Soulard, SAM 15
	
12.
Unit



	
7.
Name and Classification of Next Higher Level Supervisor

Kelly Rose, State Bureau Administrator 18
	
13.
Work Location (City and Address)/Hours of Work

735 E. Michigan Ave.
Lansing, MI

Hours- Monday – Friday 8 a.m. to 5 p.m.

	
14.
General Summary of Function/Purpose of Position

The Homeless Assistance Specialist (Departmental Analyst) is solely responsible for the delivery of all Homeless Assistance resources awarded to communities and non-profit organizations utilizing a regional approach to program delivery. The Housing Assistance (HA) Specialist is the recognized resource person for Regions 1, 2, and 3 which includes the Upper Peninsula and Norther Lower Peninsula of Michigan for the Rental Assistance and Homeless Solutions Division. The HA Specialist provides ongoing technical assistance, resource allocation, grant monitoring and support to local Continuum of Care (CoC) and Local Planning Bodies (LPB) and their member non-profit housing and service agencies, local housing authorities, and local units of government within the Regions. The HA Specialist collaborates with staff from other MSHDA divisions and other state agencies to create new models and promote best practices, increase the usage and availability of rental subsidies targeted to persons with special needs who are homeless or at risk of homelessness, and promotes community collaboration between housing and service providers. The HA Specialist is solely responsible for reviewing and processing disbursement requests, grant close-outs upon completion, and other assignments as determined. The Specialist works to end homelessness in these areas.


	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
40%
Act as the recognized resource person for Regions 1, 2, and 3, the Upper Peninsula and Northern Lower Peninsula (senior-level grant manager – HA Specialist); develop partnerships between MSHDA, CoCs, and Local Planning Bodies (LPB), non-profit housing and service agencies, local housing authorities, and local units of government designed for the purpose of determining housing and supportive service needs and delivery mechanisms targeted to individuals and families who are homeless or have special needs within the Regions. 

	Individual tasks related to the duty.

· Develop a thorough knowledge of the organizations structure and function of each assigned CoC Planning Body, and the non-profit housing and service agencies, local housing authorities, and local units of government represented in the Regions. 
· Assist CoCs, LPBs, and non-profit housing and service agencies, local housing authorities, and local units of government to create comprehensive plans to address the housing and service needs for individuals and families who are homeless (or at risk of homelessness) within their communities.
· Help to identify additional resources and significant partners for inclusion within CoCs and LPBs.

· Maintain a thorough knowledge and understanding of federal and state homeless assistance guidelines and provide technical assistance to CoCs and LPBs, non-profit housing and service agencies, local housing authorities, and local units of government as needed. 

· Assist non-profit housing and service agencies, local housing authorities, and local units of government in accessing MSHDA and other state and federal resources. 

· Share information regarding best practice models for housing and service delivery systems, and provide linkages between communities to develop partnerships statewide.

	Duty 2

General Summary of Duty 2
% of Time
35%
Solely responsible of overseeing the progress of MSHDA grantees as well as those agencies within the Upper Peninsula and Northern Lower Peninsula of Michigan (Regions 1, 2, and 3) that hope to receive MSHDA funding in the future. As the recognized resource person for the Regions and senior-level grant manager (HA Specialist), provide support and advice to grantees in interpretation of state and federal program regulations and guidelines and in problem-solving critical homeless community situations.

	Individual tasks related to the duty.

· Review and evaluate new applications submitted by CoCs and LPBs, nonprofit organizations, local housing authorities, and local units of government; make recommendations for funding on the basis of that review.

· Assist all applicants (funded and unfunded) to identify areas where their organization needs improvement and arrange for the delivery of technical assistance in identified areas. Maintain ongoing contact to monitor progress.

· Oversee all MSHDA/HUD funded homeless/special need grants in the Regions including program progress, monitoring, review and recommendation of disbursements, maintaining records regarding financial and programmatic project status, review audits and close-out of completed projects, including the recapture of funds from grantees whose performance is less than adequate.  

· Research and analyze state and federal regulations and guidelines to advise grantees in designing programs that are compliant with state and federal laws, program rules, regulations, and guidelines.
· Research best-practice models to advise grantees in resolving complex local homelessness issues.  



	Duty 3

General Summary of Duty 3
% of Time
15%
As senior-level grant manager, represent the Authority at meetings, seminars, and workgroups with other state agencies, nonprofit organizations, local communities, CoCs, and LPBs. Participate in special workgroups within the Authority.



	Individual tasks related to the duty.

· Develop and conduct presentations and webinars.

· Attend functions to network with representatives from nonprofit organizations and local units of government in order to stay abreast of the issues and activities impacting the grantees, CoCs, and LPBs.

· Participate in and/or convene special workgroups which are charged with various tasks such as writing policy and procedure manuals; addressing training needs (internal and external); and creating tools to enhance the performance of the Rental Assistance & Homeless Solutions (RAHS) Division. Participate in special homelessness workgroups, i.e., Ending Homelessness, Homeless Prevention, Supportive Housing, Ex-Offender Re-Entry Program, Homelessness Awareness Week, Homeless Voucher Programs, Balance of State CoC, and Point-in-Time Counts, etc.
· Train new grantees and new RAHS staff on program guidelines and procedures, including assisting with the preparation of statewide meetings involving new grantees and in-house training of new staff.


	Duty 4

General Summary of Duty 4
% of Time
10%
Coordinate activities between homelessness and housing vouchers related to planning and policy, as well as with other MSHDA Divisions, to optimize the integration of program design and delivery.

	Individual tasks related to the duty.

· Provide feedback from Regions 1, 2, and 3 to CoCs and LPBs, nonprofit housing and service agencies, local housing authorities, and local units of government regarding the impact of program policies and design on implementation and delivery.
· Make recommendations to improve overall program effectiveness.


	Duty 5

General Summary of Duty 5
% of Time





	Individual tasks related to the duty.

· 

	Duty 6

General Summary of Duty 6
% of Time





	Individual tasks related to the duty.

· 


	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.

Independently approve or disapprove requests from communities and nonprofit organizations on a variety of issues that may evolve in the course of grant term performance; determine the need for and coordinate technical assistance; determine the need for and conduct onsite monitoring visits; issue findings as necessary and conduct necessary follow-up.



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

Supervisor’s review is required on issues that arise that may impact policies or guidelines that affect all grantees.

	
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.

Frequent travel and to sometimes stoop or reach during inspections of shelters and supportive housing projects.



	
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

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

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

N     Complete and sign service ratings.
N     Assign work.

N     Provide formal written counseling.
N     Approve work.

N     Approve leave requests.
N     Review work.

N     Approve time and attendance.
N     Provide guidance on work methods.

N     Orally reprimand.
N     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?

This position involves the implementation homeless solutions programs and their oversight in Upper Peninsula and the Northern Lower Peninsula (Regions 1, 2, and 3) of the state.  It includes the management of grants (desk and onsite monitoring, technical assistance, tracking program progress and financial status and close-out of completed projects) awarded to nonprofit organizations and local units of government, program coordination, delivery and evaluation, meeting with nonprofit organizations and local governmental officials and assessing community needs.
Must be able to remain stationary and operate a computer and other office equipment a majority of the time.  Must be able to occasionally move about inside the office to access file cabinets and other office equipment.  Must be able to communicate with staff and partners on a regular and frequent basis and have the ability to exchange accurate information in these situations. 



	
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 function of the work area is to carry out the program delivery and implementation as described above in Regions 1, 2, and 3 of the state. This position involves assisting in that effort, both in the field and in-house.



	
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.

	EXPERIENCE:

Alternate Education and Experience Departmental Analyst (Departmental Trainee) 9 Education
Educational level typically acquired through completion of high school. Experience
Four years of experience as an advanced 9-level worker in an ECP Group One classification. OR Three years of experience as an E9, E10, or E11-level worker in an ECP Group One classification. OR Two years of experience as an experienced level worker in an ECP Group One technician or paraprofessional classification. OR Two years of experience as a first-line supervisor in an ECP Group Three classification. OR One year of experience as a second-line supervisor in an ECP Group Three classification. *Paraprofessional classifications are those requiring an associate’s degree or two years of college. Educational Substitution- College credits may be substituted on a proportional basis (one year of college education may substitute for one quarter of the required experience) for up to one half of the required experience. 

	KNOWLEDGE, SKILLS, AND ABILITIES:

· Ability to organize and clearly present data and information, both verbally and in writing

· Communication and complex problem-solving skills

· Ability to work well with others, as part of a team

· Knowledge of computer applications
NOTE:
Civil Service approval of this position does not constitute agreement with or acceptance of the desirable for this position.

	CERTIFICATES, LICENSES, REGISTRATIONS:
Not applicable.


	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.

Not applicable.

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


Appointing Authority’s Signature


Date


Page 7

