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Housing JOb Description

Authority Executive Director
Board of
Job Title Executive Director Reports To ar .
Commissioners
Revis
Department Administrative evision 05/01/2024
Date
Deputy Executive Director
Intergovernmental Affairs
. Procurement
Supervises Manager Level 5
Department Directors (as
needed)
Pay Grade Grade 12
Work Schedule Full Time O Part-Time
Status Regular Position 0 Temporary Position
FLSA Classification O Non-Exempt Exempt
Emergency Essential | O No Yes
Union Status O Union Non-Union

Purpose of Executive Director

Reporting to SHA’s Board of Commissioners, the Executive Director is responsible for
the overall leadership, management and strategic direction of the agency. The role
includes ensuring the effective delivery of affordable housing programs, compliance
with federal, state and local regulations, and fostering community partnerships. The
Executive Director will lead a dedicated team, oversee operational activities, and
represent the Housing Authority in public and private forums.




Essential Duties and Responsibilities

Strategic Leadership, Vision, and Organizational Oversight

Provide strategic leadership and vision for the Housing Authority.

Oversee day-to-day operations and ensure alignment with the agency’s vision,
mission, and values.

Lead, mentor, and develop a high-performing executive team.

Serve as Secretary for the Housing Authority Board and maintain books of record
for the Housing Authority.

Policy Development and Implementation

Develop and implement policies, procedures, and programs that promote the
agency'’s goals and objectives.

Ensure compliance with applicable regulations.

Financial Oversight

Responsible for the Authority’s budget and fiscal responsibility.

Analyze, monitor, and evaluate the ongoing effectiveness of SHA within budget
limitations.

Oversee financial reporting and ensure the effective allocation of resources.

Staff Management

Ensure provision of current personnel policies and procedures, current job
descriptions, an effective performance metrics and appraisal system, professional
training, and motivational development programs.

Hire, train, develop, and supervise staff ensuring the highest possible standard of
personal integrity and professional conduct.

Create and maintain a working environment that generates optimum client
service and staff satisfaction.

Read, analyze, and interpret general business periodicals, professional journals,
technical procedures, and government regulations in English.

Write reports, business correspondence, and procedural manuals in English.



» Effectively present information and respond to questions from the Board of
Commissioners, groups of managers, clients, customers, and the general public.

Community & Impacted Parties Relations

« Build and maintain positive relationships with key impacted parties, including
government officials, civic organizations, businesses, landlords, community
organizations, and news media.

« Promote positive Housing Authority/client relationships and client stability and
success activities to ensure quality customer service.

« Represent the Housing Authority at public meetings, hearings, and other events.

» Advocate for the Housing Authority mission, affordable housing needs, and policy
improvements at the local, state, and national levels.

« Ensure SHA participation in the development of various housing studies, plans,
and program approaches.

Program Development & Evaluation

» Identify and pursue funding opportunities, including grants and partnerships, to
support housing initiatives.

» Subject to Board approval, raise capital and authorize expenditures and
acquisition/disposition of assets.

» Evaluate the effectiveness of housing programs and services, implementing
improvements as needed.

Regulatory Compliance

« Ensure compliance with federal, state, and local regulations, including housing
laws, fair housing practices, and grant requirements.

« Maintain up-to-date knowledge of housing policies, trends, and best practices.
Additional Responsibilities

o Emergency Response: Assist in coordinating and responding to emergency
situations affecting SHA properties or residents.

» Special Projects: Lead or participate in special projects or initiatives as directed
by the Board of Commissioners or to address emerging needs within SHA.



Grant Reporting: Support additional grant compliance and reporting tasks
beyond regular program requirements as new funding opportunities are secured.

Policy Review and Updates: Periodically review and propose updates to
organizational policies as new laws, regulations, or best practices emerge.

Public Relations Support: Engage in public relations activities or media inquiries,
especially in response to unforeseen events or community concerns.

Event Planning and Participation: Organize or represent SHA at community
outreach events, fairs, and other public engagements that promote SHA’s
services.

Interdepartmental Support: Provide support to other departments within SHA,
especially during peak periods or when special expertise is required.

Training and Workshops: Facilitate or participate in training sessions and
workshops, both internally for SHA staff and externally for community partners.

Impacted Parties Liaison: Act as a liaison to new impacted parties or community
partners, helping to establish and maintain positive relationships as opportunities
arise.

Mentorship

Develop and implement team training programs that foster professional growth
and align with SHA's objectives.

Promote a culture of continuous learning by encouraging staff participation in
professional development opportunities.

Identify and mentor emerging leaders within the organization, building a robust
succession pipeline.

If applicable, conduct performance evaluations, ensuring transparency and
alignment with organizational policies.

If applicable, collaborate with Human Resources on complex personnel matters,
including disciplinary actions, improvement plans, and conflict resolution.

Leadership

Direct and review departmental work plans to ensure alignment with SHA’s
mission, vision, and values.



Facilitate cross-departmental collaboration to support consistency in practices
and achievement of agency goals.

Represent SHA in external meetings, advocating for initiatives that advance
SHA's strategic objectives.

Coordinate and oversee high-level projects, ensuring successful implementation
and long-term impact that supports SHA's growth and sustainability.

Competency Requirements

Strategic Leadership and Community Development

In-depth knowledge of affordable housing programs, community development,
and public administration principles.

Expertise in policy development, strategic planning, and execution to advance
SHA's mission and long-term objectives.

Experience navigating government regulations, funding mechanisms, and
legislative processes to advocate for housing initiatives.

Strong understanding of fair housing principles, labor laws, and their application
in @ public housing environment.

Financial and Operational Management

Proficiency in financial management, including budgeting, forecasting, and
financial oversight.

Expertise in grant preparation, administration, and compliance with federal,
state, and local funding requirements.

Ability to establish performance metrics and evaluate the effectiveness of
programs and services.

Experience in risk management, compliance monitoring, and ensuring
operational accountability.

Executive Leadership and Stakeholder Engagement

Proven ability to lead and manage a diverse team, including executive staff,
department heads, and external partners.



« Strong skills in negotiation, conflict resolution, and community engagement to
foster partnerships and stakeholder collaboration.

» Effective public speaking, media relations, and advocacy experience at the local,
state, and national levels.

« Capacity to analyze complex data and translate policies into actionable
organizational strategies.

Technology and Innovation

» Proficiency in utilizing technology to enhance organizational efficiency, including
financial and data management systems.

« Experience implementing technology solutions for compliance tracking, reporting,
and improving agency transparency.

« Ability to assess and integrate technological advancements in housing
management and service delivery.

Education and Professional Qualifications
Educational Requirements

« A Bachelor’s degree in business, public administration, finance, organizational
management, or a related field is required.

« A Master’s degree in a relevant field is preferred but not required.
Professional Experience

o At least six years of progressively responsible leadership experience within a
Housing Authority, public service agency, or nonprofit organization.

« Proven track record of managing complex programs, overseeing financial
operations, and leading diverse teams.

» Preference given to candidates with ten or more years of leadership experience
in housing or community development.

Certifications and Licenses

« Must have a valid driver’s license, satisfactory driving record, and adequate
insurance coverage as per SHA policy.



Preferred: Certification as a Public Housing Manager, Section 8 Housing
Manager, or Senior Professional Housing Manager, or the ability to obtain
certification within one year of hire.

Certified Manager of Housing (CMH) designation is preferred within two years of
hire.

Additional Qualifications

Strong analytical skills with a background in performance metrics, program
evaluation, and policy implementation.

Experience managing diverse funding mechanisms, including grant writing, tax
credit financing, and public-private partnerships.

Demonstrated commitment to diversity, equity, and inclusion in housing
programs and workforce development.

Required Workplace Standards

Works regular and reliable hours on site as required.
Attendance must be punctual and consistent.

Works an agreed-upon schedule and works additional hours as necessary to
complete work.

Works effectively, cooperatively, and respectfully with co-workers, clients, and
other contacts.

Follows all SHA Safety Policies and Procedures.

Follows all SHA Personnel Policies and Procedures.

Essential Physical Abilities

This position requires the ability to:

Remain in a stationary position for prolonged periods of time;

Move/traverse within a multi-level office space, to/from community partner
locations, and various meeting spaces;

Often move/transport equipment, supplies that may exceed 30 pounds;



» Constantly operate a computer and other office productivity machinery, such as
a calculator, copy machine, and printer; and

o Communicate frequently, effectively, and accurately with internal and external
partners.

Work is primarily sedentary in nature. The work environment noise level is usually
moderate. The employee can be exposed to outside weather conditions.

Must be able to fully function in a drug-free environment.

To perform this job successfully, an individual must be able to perform each duty
satisfactorily. The requirements listed above are representative of the knowledge, skill,
and/or ability required. Reasonable accommodations may be made to enable individuals
with disabilities to perform the essential functions.

The statements contained herein reflect general details as necessary to describe the
principal functions of this job, the level of knowledge and skill typically required, and
the scope of responsibilities. They should not be considered an all-inclusive listing of
work requirements. Individuals may perform other duties as assigned, including work in
other functional areas to cover absences or relief, to equalize peak work periods, or to
otherwise balance the workload for the good of the organization.

Equal Opportunity Employer

Spokane Housing Authority provides equal employment opportunities and prohibits
discrimination and harassment of any kind. This applies to all employment terms,
including recruiting, hiring, compensation, and training. Reasonable accommodations
may be provided to individuals with disabilities.

Signatures

Employee Signature: Date:

Board Chair Signature: Date:




