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compliance manager
	JOB TITLE
	 Compliance Manager

	REPORTS TO (title)
	  Housing Director

	DEPARTMENT NAME
	 Property Management 


1.
PRIMARY PURPOSE  -  

The Affordable Housing Compliance Manager supervises the Compliance Team to maximize effectiveness and efficiency of the operation and to ensure a high standard of compliance with a complex and evolving universe of regulations and funding agreements. This position is responsible for maintaining complex and vital relationships with multiple internal and external partners including but not limited to the Community Managers, Revenue Manager, Portfolio Managers, and compliance contact at federal, state, and local levels.
2.
ESSENTIAL DUTIES AND RESPONSIBILITIES  -  

· Provide direct supervision of Compliance Specialist staff to ensure a high standard of compliance throughout the SVdP Housing portfolio.

· Monitor and ensure compliance with funding agreements, applicable laws, regulatory agreements, program housing, and all other applicable requirements.

· Provide guidance to all Housing staff in compliance related matters including, but not limited to, the Low-Income Housing Tax Credit program, HOME program, Section 8 program, HUD, etc. Audit application and income/asset certification packets obtained by staff, identify and communicate compliance deficiencies.

· Provide training for agency staff in compliance with requirements and procedures, and other vital compliance-related functions. This includes development and presentation of training materials and job aides.

· Oversee compliance review of applicant files, including initial and annual Tenant Income Certifications completed by staff, in accordance with requirements of layered funding agreements, across entire portfolio.

· Maintain and update Affirmative Fair Housing Marketing Plans across housing portfolio to help ensure compliance with state and federal fair housing laws and regulations.

· Prepare, coordinate and submit extensive audit responses and recurring reports to state and local agencies, funding partners, and the SVdP Housing department.

· Administer all compliance related forms and documents appropriate to the requirements of each property.

· Work with Housing Director to develop standardized reporting mechanisms. This position is responsible for preparation and submission of extensive annual reports to state and local agencies, funding partners.

· Collaborate with Portfolio Managers to prepare and submit compliance audit and physical inspection responses for OHCS, the City of Eugene, and funding partners.

· Prepare reports, correspondence, and other documents relevant to the overall function of the department.

· Attend industry conferences, seminars and training sessions to monitor evolving federal, state and local regulations, program requirements, and best practices related to affordable housing compliance.

· Work with Resident Retention Specialist to provide Fair Housing guidance and assist in managing the Reasonable Accommodation, Extenuating Circumstance, and transfer review process for tenants.

· Train community management staff in the regulatory and program compliance requirements for their respective buildings.

· Maintain compliance reporting related to Key Performance Indicators and make available for internal and external distribution.

· Participate in process improvement initiatives involving compliance performance, and policy and procedure development.

· Provide functional backup for Compliance Specialist staff during periods of absence.

· Adhere to all state and federal privacy and security regulations applicable to the program.

· Other duties and special projects as assigned.

3.
OTHER DUTIES AND RESPONSIBILITIES -  

· Maintain adherence to Company policies, safety/ergonomic standards and good housekeeping practices.

· Perform other duties and responsibilities as required.

4.
MINIMUM QUALIFICATIONS AND EXPERIENCE -  
· 2 years direct experience with Sect. 42/LIHTC or HUD housing program compliance. 1 year of supervisory experience.

· Preference will be given to applicants with experience in compliance functions related to mixed finance projects, including but not limited to LIHTC, HOME, OAHTC, HUD & BOND funding agreements.

· Active Housing Credit Certified Professional (HCCP) credentialed through the National Association of Home Builders (NAHB) preferred. If not certified at time of hire, will be required to obtain certification within 6 months of hire, or when next training is locally available (Oregon NAHMA certification exams held semi-annually).

· Direct experience with Project-Based Section 8 and Public Housing strongly desired.

· Sufficient computational ability to calculate percentages, fractions, and other basic mathematical manipulations.

· Ability to learn basic uses of spreadsheets. Must be able to compose basic professional correspondence using Microsoft Word.

· Prefer Bi-Lingual (Spanish/English)

· Valid Driver’s License 
· Knowledge of Oregon Landlord/Tenant Law, Federal Fair Housing law, and the differences between the two.
· Strong auditing/reviewing skills.
· Strong leadership abilities; able to work constructively in a team environment to problem-solve and develop scalable systems.

· Ability to present complex subject matter verbally and in writing in front of small and mid-sized groups. This position will be required to provide training and support to all SVdP Housing staff.

· High level of proficiency with database management systems, MS-Word, and Excel. Preference will be given to applicants familiar with Yardi Systems and advanced spreadsheet analysis.

· Sufficient organizational ability to develop and maintain complex records, files and process numerous reports required by various agencies.

· Demonstrated ability to prioritize and multi-task in a fast-paced, deadline-driven environment.

· Ability to manage time and meet deadlines. Ability to understand and follow oral and written instructions.

· Strong leadership skills. Knowledge of best practices in supervision and management.
5.
PHYSICAL DEMAND - 

A. The physical effort typically applied in this job includes:

	X
	Lifting
	
	Pulling
	X
	Reaching

	X
	Carrying
	
	Pushing
	
	Shoveling

	
	Other (specify)
	
	
	X
	Keying/typing


B. Check the box that best reflects the amount of effort typically applied and the frequency of application:
	Amount of 
	                                    % of Time Effort is Applied

	Effort Applied 
	Less than 15%
	15% to 40%
	40% to 70%
	More than 70%

	Less than 1lb.
	
	
	
	X

	Between 1 & 5 lbs. 
	
	
	
	X

	Between 5 & 25 lbs. 
	
	
	X
	

	Between 25 & 60 lbs.
	
	
	X
	

	More than 60 lbs.
	
	X
	
	



C. The effort reflected in the above chart is typically applied in the following work positions: 

	X
	Sitting
	X
	Standing
	X
	Walking

	X
	Stooping
	X
	Bending
	
	Confined

	
	Other (specify)
	
	
	
	


6.
MENTAL OR VISUAL DEMAND -  
	
	Occasional mental and/or visual attention; the operation performed is either close to being automatic or the duties require attention only at long intervals.

	

	
	Frequent mental and/or visual attention; the flow of work is either intermittent or the operation involves waiting for a machine or process to complete a cycle with intermittent checking or inspection involved.

	

	
	Continuous mental and/or visual attention; the work is either repetitive or diversified requiring constant alertness to monitor the production process and/or identify defects.

	

	
	Concentrated mental and/or visual attention; the work involves performing complex tasks to very close accuracy and quality specifications; or a high degree of hand and eye coordination for sustained periods.

	

	X
	Intense and/or exacting mental and/or visual attention; the work involves visualizing, planning, laying out, or otherwise performing very involved and complex work.


7.
WORKING CONDITIONS -


A. Identify the kinds of disagreeable elements incumbent would typically be exposed to in the work area:

	X
	Dust
	X
	Dirt
	X
	Heat
	X
	Cold

	
	Fumes
	X
	Noise
	
	Vibration
	
	Water

	
	Other (specify)
	
	
	
	
	
	


B.  Check the statement below that best describes the physical surroundings or conditions under which the job is typically 
performed and the extent of exposure to the disagreeable elements noted above:

	
	The job is typically performed under very comfortable working conditions; any disagreeable elements are generally absent during normal performance of job.


	X
	Work is typically performed under reasonably good working conditions; while exposure to any or all of the above elements may occur, such exposure is generally not present to the extent of being disagreeable.

	

	
	The job is often performed under somewhat disagreeable working conditions; exposure to any or all of the above elements is likely, with at least one present to the extent of being disagreeable.

	

	
	The job is continuously performed under disagreeable working conditions; exposure to any or all of the above elements is probable, with several being present to the extent of being objectionable.

	

	
	Work is continuously performed under extremely disagreeable working conditions; exposure to many objectionable elements is both continuous and intensive.


8.  ATTENDANCE - Compliance with general company standards is acceptable.

9.  SAFETY - Compliance with general company standards is acceptable.

10.  FLSA STATUS – Salaried, Exempt
11.
SIGNATURES & DATES -   

	Employee Signature                        Date:

	Supervisor Signature               Date:




I acknowledge that I have received this position description and understand that it is not a contract of employment.  I am responsible for complying with all job duties, requirements and responsibilities contained herein and any subsequent revisions
