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DIRECTOR OF ADMINISTRATION AND PLANNING


 





KIND OF WORK:  This is administrative and managerial work directing all aspects of the Mobile Housing Board's Administration and Planning Division.





DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for recommending, implementing and enforcing policies and procedures in providing administrative support in the areas of general service, human resources, protective service, management information and procurement/warehousing.  Work is performed under the general supervision of the Housing Board Executive Director, and supervision is exercised over the Data Processing Manager, Human Resources Officer, Program Management Analyst, Purchasing Agent, Security Coordinator - Mobile Housing Board and clerical support personnel.





EXAMPLES OF WORK:  (Any one position may not include all of the duties listed nor do the listed examples include all tasks which may be found in positions of this class.)  Develops administrative methods, policies and procedures; prepares and presents reports on same; monitors and enforces compliance with personnel policy and operational procedures; supervises staff of the Administrative and Planning Division and conducts staff meetings; interprets applicable laws, regulations and policies as technical assistant to staff members; oversees administrative support and general services functions and coordinates activities with other division directors and department heads; identifies staff training needs; audits and evaluates operational programs; monitors budgets and expenditures; participates in the preparation of all Administration and Planning Division budgets; oversees HUD audits and reviews; ensures compliance with pertinent local, state and federal laws; acts as representative of the Housing Board as assigned; performs related work as required.





ESSENTIAL REQUIREMENTS OF THE WORK:  Comprehensive knowledge of fiscal and organizational management principles and procedures; thorough knowledge of local, state and federal laws and regulations governing business operations and employment; good knowledge of data processing functions and administration; good knowledge of fleet management, warehousing and procurement; some knowledge of HUD regulations applicable to housing and community development organizations; ability to speak and write effectively; ability to establish and maintain effective working relationships with public officials, other employees and the general public.





MINIMUM QUALIFICATION REQUIREMENTS:  Attainment of a minimum of a bachelor's degree, preferably a master's degree, from a recognized college or university in business administration, public administration, or closely related area and a minimum of five years' administrative and managerial experience; or a combination of education and experience equivalent to these requirements.





SPECIAL REQUIREMENT:  Must possess a valid Alabama driver's license. 











Adopted:  06/02/98                              	WTP:  1 year


                                                	Physical Group:  III





