01/2025 ZANESVILLE METROPOLITAN HOUSING AUTHORITY

Title:

Position Description

Modernization Coordinator

Department: Administration
Supervisor: Executive Director

FSLA:

Exempt

* As a recipient of Federal Funding, ZMHA pledges to maintain a DRUG FREE workplace.
Candidates for employment and current employees are subject to pre-employment screening, for
cause screening, and random screening.

Duties

and Responsibilities

Responsible for overseeing the Housing Authority’s modernization programs including the
Capital Fund Program (CFP) and development efforts. Performs a variety of tasks involving
planning, implementation, monitoring and evaluation of program results. Specific duties including
the following:

Assists in developing plans and implementing procedures for Authority modernization and
new development activities; establishes deadlines; analyzes problem, develops alternative
solutions; and makes recommendations to the Executive Director.

Assists in preparing and submitting the Authority’s annual operating budget. Prepares the
Capital Fund Program Budget and enters it into the EPIC system. Monitors expenditures
for budget line items.

Plans, schedules and delegates CFP work to personnel or contractors involved in new
development efforts.

Prepares specifications for invitations to bid on materials and contract services needed for
the rehabilitation of low-income housing units. Writes and advertises invitations to bid on
CFP and new development contracts.

Writes purchase orders and contracts for the purchase of CFP materials, supplies,
equipment and services. Inspects such goods and services upon delivery, approves invoices
and monitors contracts compliance.

Writes new development Requests for Proposal, to solicit proposals from architectural and
engineering firms wishing to contract for the rehabilitation of low-income housing units.



Monitors the expenditures of CFP and new development funds to ensure compliance with
HUD and Department of Labor guidelines.

May be responsible for maintaining confidential information including computer security
codes, security systems codes, keys, etc.

Functions as the Minority Business Enterprise Coordinator.

Coordinates efforts between the Authority, CFP, and new development
Architects/engineers and contractors, and inspects work performed by contractors and
force account personnel.

Meets with Authority’s architect and new development contractors on a regular basis to
discuss work progress, problems and deficiencies noted during inspections, and prepares
written record of items discussed.

Monitors work performed by architect and notifies contractors in writing of construction
deficiencies identified by the architect, and advises contractors of consequences of not
complying with contract terms.

Prepares reports on CFP and new development contractors and subcontractors; advances
and expenditures of funds; and status of implementation of management improvements,

and submits these to Executive Director, Commissioners, and HUD.

Attends staff meetings with Executive Director and other employees and reports on status
of modernization and new development programs.

Performs other related duties as required.

Knowledge and Qualifications

High school diploma required and some college education preferred. At least five years of
progressively responsible experience in the construction, contracting or maintenance trades,
or an equivalent combination of education and experience.

Considerable knowledge of federal, state, and local laws, rules, and regulations pertaining to
procurement, wage rates, contract administration, bid documents, and related matters;
Authority operating policies and procedures; HUD regulations pertaining to the CFP; and
local building codes. Possesses the ability to acquire licenses needed to obtain permits
required for rehabilitation of units.

Knowledge of principles, practices and techniques of budgeting, accounting, and data
processing.



e Considerable knowledge of procedures and requirements for writing bid specifications and
requests for proposals; modern methods, materials, and practices of the various trades,
including carpentry, plumbing, and electrical maintenance and repair; and all phases of
construction.

e Thorough knowledge of various building and housing codes.

e Ability to write technical material clearly, accurately and concisely.

¢ Good basis arithmetic skills.

e Skills in reading blueprints, plans and specifications.

e Ability to establish and maintain effective working relationships with subordinates,
co-workers, and persons outside the Authority; to prepare clear and concise narrative and
statistical reports, and deal effectively with situations, which require tact and diplomacy, yet

firmness.

e Must be bondable, have a valid Ohio Driver's License and be eligible for coverage under
Authority fleet auto insurance.

Supervision Received and Given

The employee receives assignments from the Executive Director or his/her designee. Most
instructions are broad directives or policy statements. Normally, the employee plans and carries out
work activities with minimal supervision and independently resolves problems that arise. The
employee receives specific instructions when problems are brought to the attention of the supervisor;
and when the supervisor is contacted by the employee for direction. The employee’s work is
reviewed for conformity to organizational policies, CFP regulations and attainment of objectives.
The employee supervises Authority staff assigned to CFP, and new development efforts. The
employee monitors staff efforts and makes periodic evaluation of their job performance.

Guidelines

The employee performs routine CFP and new development duties following established and specific
guidelines. Guidelines cover most situations, but the employee may occasionally be required to
consult the supervisor for assistance. In other cases, not covered by guidelines, the employee may
consult the supervisor for assistance to exercise discretion or consult the Supervisor for assistance.

Complexity

The employee performs a wide variety of tasks, which range from routine to difficult and are not
closely related. The employee must identify the work that needs to be done, determine how to
accomplish it and coordinate, integrate, and prioritize a variety of tasks or assignments. The employee



must make regular decisions involving usual and unusual circumstances, conflicting data, or other
non-routine occurrences. Routine work is non-structured, and problems encountered by the employee
do not require extensive analysis to identify them. Decisions and issues facing the employee involve
multiple organizational units.

Scope and Effect

The Modernization Coordinator’s work primarily affects (1) implementation of CFP, and new
development goals and those who assist in these areas such as architects and contractors, and (2) the
Authority’s residents and program participants. Successful accomplishment of duties by the
Modernization Coordinator will result in timely completion of those programs and provide better and
more housing for low-income families in the community.

Personal Contacts

Contacts are primarily with other Authority employees, federal, state, and local governmental
officials and representatives, and community agencies. The employee has contact with architects,
engineers, consultants, contractors, and Authority residents. The primary purpose of contacts is to
obtain, give or clarify information, plan and provide assistance, and resolve problems concerning
CFP and new development efforts. Contacts are normally cooperative; however, there may
occasionally be occasionally antagonistic, unresponsive or uncooperative contacts.

Physical Demands

Work is principally sedentary, but involves some physical exertion during on-site visits, inspection of
Authority developments, construction sites and facilities; and travel to meetings or workshops.

Work Environment

Work involves the normal risks or discomforts associated with an office environment, usually in an
area that is adequately heated, lighted and, ventilated. From time to time, it involves visits to outdoor
developments, sites, dwellings or facilities, inspections of structures, interactions with residents,
employees and contractor personnel.

Work is primarily with use of computer, reading and absorbing the rules and regulations, preparing
documents and meeting deadlines.



