DISTRICT HUMAN RESOURCES DEVELOPMENT COUNCIL

2229 5™ AVENUE, HAVRE, MT 59501
PHONE: (406) 265-6743 FAX: (406) 265-1312

“PEOPLE HELPING PEOFPLE HELP THEMSELVES.”

APPLICATION COVER SHEET
Job Title: Housing Specialist
Wage: $13.93 per hour
Hours: 20-30 hours per week (40 during training period), 52 weeks per year
Application Deadline: 5:00pm, Wednesday, December 19th, 2018

PLEASE PROVIDE

COVER LETTER

RESUME

SIGNED DISTRICT 4 HRDC JOB DESCRIPTION
COMPLETED APPLICATION COVER SHEET
COMPLETED HRDC EMPLOYMENT APPLICATION
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POSITION SUMMARY: Assists in fulfilling the agency’s obligations to Section 8 and related housing program.
Includes but is not limited to keeping tenant records and serving walk in clients.

MAJOR RESPONSIBILITIES:

Rental Assistance

1. Assist clients and landlords through rental process and Section 8 Program requirements.

2. Perform on site home inspections to verify that units meet Housing Quality Standards as set by HUD
and submit written reports on conditions of units inspected. Inspect new units at start of lease and
annually, and new units when current clients decide to move.

3. Maintains files and prepare for all annual inspections.

4. Liaison to the Montana Department of Commerce to insure integrity of the program.

MINIMUM QUALIFICATIONS:

1. High School Diploma or High School Equivalency, plus two years of working in an office environment.

2. Some higher education in a relevant field is preferred.

3. The ability to use a computer and be familiar with Microsoft Office programs.

4. This position requires the ability to solve problems, pay attention to details, organize group events,

communicate effectively orally and in written form, and follow verbal and written instructions.

Strong organizational skills and the ability to work independently are required.

Must possess a valid Montana driver’s license and vehicle liability insurance, must have a good driving
record and meet insurability requirements for agency automobile insurance policy.

7. Willingness and ability to travel within Hill, Blaine, and Liberty counties as required for job duties, and to
travel in state as required for training.

Within 1 year of employment the following certifications/training must be successfully
obtained/completed*:

1. Certificate of Proficiency in Housing Quality Standards Inspection (HQS) or Uniform Physical Condition
Standards (UPCS), and complete other training as needed.

2. CDS training.

(*All required training is paid for by District 4 HRDC Housing Program.)
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ADDITIONAL INFORMATION:
1. We are an Equal Opportunity Employer/Program, and auxiliary aids and services are provided for
individuals with disabilities.




2. Current District 4 HRDC Early Head Start and Head Start Parents, current Clients and Volunteers, will
receive an interview for employment vacancies for which they are qualified. (Please note on additional
information section of application, if this pertains to you).

Occasional travel for trainings may be required.

EXCELLENT BENEFITS ARE PROVIDED BY HRDC.

Background Check required before applicant is hired.

Please complete the application by typing or printing in ink. This application is valid only for the job
detailed above. Future job openings will require a new application.

Application will be rejected if incomplete or unsigned.
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PLEASE ANSWER THE FOLLOWING QUESTION

From the Job Description for Housing Specialist please tell us what experience you
have had that qualifies you for this position.




