&%  STANDING ROCK HOUSING AUTHORITY

G 15 WOLF AVENUE Fort Yates North Dakota 58538-0769
T: 701-854-3891 F: 701-854-3946
www.standingrockhousing.orq

OPEN UNTIL FILLED

POSITION: OCCUPANCY AND RESIDENT SERVICES SPECIALIST (1) POSITION

LOCATION: STANDING ROCK HOUSING AUTHORITY, FT. YATES ND

SALARY: DOE&Q - EXEMPT
SUPERVISOR: OCCUPANCY/RESIDENT SERVICES MANAGER

SUMMARY OF WORK: To serve as liaisons between housing, residents and external agencies, helping to
resolve issues and provide support services when needed.

DUTIES AND RESPONSIBILITIES:
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Responsible for managing application process, waiting list, lease-ups and annual recertifications.

Process applications, identifying qualified applicants, manage wait list and tenant selection while
.upholding all fair housing principles.

Compile required documentation such as income verifications, utility costs, medical expenses,
homeless verifications and disability verifications according to local, state and federal funding
policies for move-ins.

Assist in the completion of initial application intakes, rental processes and leasing-up vacancies.
Perform inspections of units to ensure compliance with health and safety regulations.

Maintain a thorough understanding of housing laws and regulations, including HUD guidelines and
low-income housing tax credit (LIHTC) requirements, section 8 and low rent ensuring properties
remain affordable and in good standing with regulatory bodies.

Promote a fair compliant and efficient housing system, benefiting both SRHA and residents.
Schedule orientation with tenants during move-in and move-out processes.

Maintain accurate tenant files

Maintain records and prepare reports on occupancy and fiscal status.

Maintain databases in SRHA current software programs.

Make home visits to rentals on monthly, quarterly or yearly cycles as referred to in SRHA
Occupancy policies and procedures.

Investigates any lease violations, with documentation and follow through with corrective action
plans

Provide support during audits and reviews by regulatory agencies.
Handle tenant complaints and resolve disputes.

Track lease renewals and terminations.

. Travel to assigned tenant unit on a regular basis for follow up and other required documentation.



18. Assist in development and implementation of occupancy policies.
19. Follow and implement all policies and procedures.

20. Other duties as assigned

QUALIFICATIONS & SKILLS:

1. Bachelor's degree in general studies preferred or Associate Degree in General Studies with a
minimum of two (2) years' experience in related field.

2. Ability to learn software required by position

3. Possess computer skills in applications, word, excel, email, power point, spreadsheets and text 4.
Possess a valid driver license and be eligible to be included under the SRHA auto insurance policy

5. Excellent interpersonal skills and the ability to communicate with public and tenants.

6. Ability to maintain confidentiality and handle sensitive information.

New hires are subject to Tribal and Federal Background Check and pre-employment drug/alcohol
testing. Must be drug and alcohol free. AA * EEO* M* F* V Employer.

Please submit: Completed Standing Rock Housing Authority Application, transcripts (please
white out birth date and social security number), three (3) current reference letters (1 from
immediate supervisor), Degree of Indian Blood (please white out photo, birth date, social
security number), and Veteran Status to:

Human Resource Office, Standing Rock Housing Authority. Any applicant who does not have the above
documents enclosed or attached will not be considered.



