
 JACKSON HOUSING COMMISSION 
1.2020 

 POSITION DESCRIPTION 

 

POSITION TITLE: ASSISTANT DIRECTOR 
 

REPORTS TO: EXECUTIVE DIRECTOR  
 
FLSA STATUS: EXEMPT 
 
GENERAL DESCRIPTION:  Assist the Executive Director in administration and management of Commission 
housing facilities, case management programs; housing administrative policy formulation and implementation; 

supervision of assigned personnel; monitoring and ensure adherence to JHC’s Housing First and Harm 
Reduction practices. 
 
SPECIFIC FUNCTIONS: 
 
Under the general supervision of the Executive Director, assists with all aspects of Commission housing 
programs administration pursuant to U.S. Department of Housing and Urban Development regulations and the 
Commission's approved Admissions and Continued Occupancy Policy, and related policies, to include, but not 
necessarily be limited to: 
 

1. Assist the Executive Director, and collaborate with other Commission Staff, in the development and 
implementation of programs to benefit JHC resident families 

2. Monitor budget performance, vacancies, timely unit turns, regulatory requirements and client 
satisfaction 

3. Assist in the Executive Director in supervision of development, modernization, and follow through of 
agency strategic goals   

4. Assist in hiring, supervision, training and discipline of assigned commission staff 
5. Assist in annual performance evaluations  
6. Provide oversight of case management and services programs with a focus on adherence to JHC’s 

Housing First and Harm Reduction practices 
7. Assist the Executive Director with housing policy formulation and adherence to JHC’s ACOP and 

Administrative Plan   
8. Assist in the preparation of required reports to the Commission, the U.S. Department of Housing and 

Urban Development, City of Jackson and other agencies and the general public 
9. Assist the Executive Director in completion of annual tenant surveys and compiling annual report 

10. Attendance at company and departmental meetings as scheduled 
11. Respond to inquiries, phone calls, correspondence, and email in a timely and responsive manner. 
12. As required, arbitrate tenant disputes. 
13. Act as spokesperson and public relations officer regarding programs and proposals as required. 
14. Represent the Commission at Resident Council and other public meetings as required. 
15. Perform other assigned tasks as required or in a learning capacity 

 
 
 



The above statements are intended to describe the general nature and level of work being performed by 
people assigned this position. Such statements are descriptive and explanatory, but not restrictive. They are 
not to be construed as an exhaustive list of all job duties performed by personnel so classified. The listing of 
particular examples of duties does not preclude the assignment of other tasks of related kind or character or 
of lesser skills. 

 
SKILLS REQUIRED:  Administrative managerial skills; ability to plan, organize, supervise, evaluate, adjust 
and adapt to changing situations, various programs and policies; problem solving; personnel management; be 
self-directive and task oriented. Experience in Procurement and Compliance preferred.  

 
EDUCATIONAL BACKGROUND: College degree in relevant academic field plus three years’ experience in 
management-administrative situation, Master’s Degree preferred. Experience or direct experience in non-
profit or housing program management preferred. Must have, or obtain within one year of employment, a 
RAD PBV Certification. 

 
WORKING CONDITIONS: General office environment. Job requires you to be able to climb some stairs 
and position requires standing and walking for up to 10% of the time. The working environment is generally 
favorable. Lighting and temperature are adequate, and there generally no hazardous or unpleasant 
conditions caused by noise, dust, etc. Work is generally performed within an office environment, with 
standard office equipment available. 

 
OTHER REQUIREMENTS: Must have a Michigan driver’s license or be able to obtain one. Must have reliable 
transportation. The ability to read, write, speak and understand the English language as necessary for the 
position; the ability to follow written and oral instructions; and the ability to get along with other employees and 
members of the public.  
 
 

______________________________________   ____________________ 
                    Employee Signature                 Date 

 
 
My signature indicates acknowledgement that I have read and understand the above statements. Further, I 
understand the statements are intended to describe the general nature and level of work being performed by 
people assigned this position. Such statements are descriptive and explanatory, but not restrictive. They are 
not to be construed as an exhaustive list of all job duties performed by personnel so classified. The listing of 
particular examples of duties does not preclude the assignment of other tasks of related kind. 
 

 
 


