CDBG/HOME PROGRAM SPECIALIST

(PROJECT POSITION)

DEFINITION

Manage the county’s housing and community development grant programs to achieve program goals and objectives; assist with planning for the use of federal grant funds; monitor the progress of programs and sub-grantees and ensure compliance with funding rules; manage program administration to meet all required rules and guidelines and develop new sources of funding.  Particular emphasis is on the HUD-funded HOME and CDBG Housing Programs.  This position may also administer the county’s revolving loan funds for community and economic development.

EXAMPLES OF DUTIES

Monitor program and project performance and progress; assure compliance with record-keeping and reporting requirements; evaluate and select project and program proposals; provide community development program information to the public and stakeholders; develop county housing policies; administer the county’s revolving loan funds. 

Education and Experience: Requires a Bachelor’s degree in urban and regional planning, public administration, business administration, real estate development or related field. Requires a minimum of two years experience in the administration of government community development programs.  A Master’s degree in such fields specified above is preferred.  Regardless of degree, some coursework in community development and financial management or budgeting is preferred.  

Knowledge, Skills and Abilities: Thorough knowledge of federal, state and local rules affecting community development; knowledge of community development loan and grant program principles and processes, including grant writing and contract administration, and review of budgets, financial feasibility studies and pro-formas; possession of strong oral and written communication skills; strong organization skills; ability to develop effective internal and external working relationships ability to work independently with minimal supervision; ability to use computer office software (word processing, spreadsheets and e-mail) effectively; ability to interpret and analyze technical information; and the ability to prepare and present technical information.

Special Requirements: Attendance at some evening meetings and travel to local community meetings is required.  Valid State of Wisconsin driver’s license (or eligibility for) and access to personal transportation.   Must be willing to obtain certification as a HUD designated Certified HOME Program Specialist – regulations within 18 months of hire.
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