[image: image1.png]51 Cathedral Square

Advancing Healthy Homes, Caring Communities & Positive Aging since 1977




Position Title:
Intake Specialist
Reports To:
Occupancy and Compliance Manager

Location:  Main Office
I. Position Summary:  
The Intake Specialist is responsible for overseeing that Cathedral Square properties have full occupancy and to keep vacancy days at a minimum.  They will also be responsible for working with applicants and processing move in paperwork.
II. Principal Responsibilities:

1.  Responsible for Wait List Management
· Utilizing appropriate wait lists, the Intake Specialist calls housing applicants to fill vacant units at all Cathedral Square sites.

· Keeps wait list for each property/funding group up-to-date by contacting applicants via telephone and mail, updating all notes in Affordable Housing, and filing update forms in applicant files.

· Responsible for determining applicant eligibility for each available unit, sending out wait list rejection letters when appropriate, and participating in denial appeal hearings when necessary.

· Prepares and processes all new resident move in paperwork, including landlord/criminal checks, verifications, 50059 or tenant income certification, lease and enter into Affordable Housing.
· Once move in file is ready, Intake Specialist will provide it to OCS for file review.

· Adds security deposits to resident accounts and works with Residential Finance Associate to ensure that all security deposits have been paid.

· Communicates any vacancies to the Director of Operations, Maintenance Supervisor, and Occupancy and Compliance Manager.  Manages vacancy spreadsheet.
· Works to keep the top applicants on each wait list pre-qualified.

· Meets weekly with supervisor to review vacancy, move-in status, any advertising needs, and issues related to occupancy.

2.  Maintains Database
· Become a “superuser” of Affordable Housing software.
· Assists OCS in training of new users on Affordable Housing.

· Answers user questions about Affordable Housing Software.

· Runs special reports from Affordable Housing as requested.

· Cross-trains with OCS functions so that this position is able to cover their absence or support during unusually busy times.
3.  Performs Other General Duties
· Helps staff sign recertification paperwork.
· Assists supervisor as requested.

· Covers within department and front desk as needed.
· Works closely with Administrative Assistant/Housing Specialist to assist applicants with questions or issues.
· Scanning and filing as necessary.

III. CSC Standards of Conduct:

· Demonstrates a commitment to the mission and values of CSC.

· Demonstrates respectful and effective communication with co-workers, residents, families and vendors.

· Protects the privacy and confidentiality of information related to residents, families, staff and general CSC operations.

· Communicates a positive image about CSC to the community.

· Conducts themselves in a safe manner by adhering to all safety practices, rules and standards throughout the workday.

· Demonstrates a commitment to quality and proactively seeks to make improvements to systems and processes. 

· Maintains a professional appearance that is appropriate for his/her position.

· Reports to work on time, completes time card accurately in UKG, provides advance notice for time off, and appropriately manages CTO time.

· Demonstrates a commitment to integrity in work habits and use of CSC resources.

· CSC’s mission and operations require that an employee is prepared to perform duties as assigned that may be outside his/her principal responsibilities.  
IV. Minimum Qualifications:

An Associates Degree is preferred or equivalent experience. A financial background and data entry experience is preferred.  Must have excellent written and oral communication skills as well as strong organizational skills.  This position requires an individual who is skilled at multitasking and possesses the ability to effectively prioritize work tasks. It is essential that this individual be able to maintain confidentiality, exercise good judgment and to work closely and cooperatively with staff. Experience with Affordable Housing. MS Word and Excel is preferred, but not required.  Regulatory compliance or knowledge of HUD and LIHTC is preferred.  Valid Drivers’ license is required.
V. Working Conditions and Physical Demands:

· Must be able to lift, push, pull or carry 25 pounds. 
· Travel is necessary for this position.
Note:  Non-Essential Duties are noted with an asterisk.
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Employee Signature__________________________________________
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