City of New Bedford, MA
Job Description
Job Title:

Affordable Housing Specialist

Pay Grade:

M-07

Pay Range:

$51,655 – $64,574

JOB SUMMARY
Assists with the day-to-day administration of the HOME and CDBG Housing programs; evaluates and
underwrites affordable housing applications and makes recommendations to the Deputy Director; coordinates
the first time homebuyer program, including the First Time Homebuyer Seminars.
ESSENTIAL DUTIES AND RESPONSIBILITIES
The intent of this job description is to provide a representative summary of the major duties and responsibilities
performed by incumbents of this job.

•

•
•

Ensure that City records are kept in compliance with Federally-funded affordable housing program rules and
regulations.
Work with the Deputy Director and housing staff in the day-to-day administration of federally-funded
affordable housing programs.
Coordinate the First Time Homebuyer Seminars Program, including speaking program, co-sponsor
involvement, recordkeeping and re-certification process, as well as various program logistics.
Work with the Deputy Director to provide analysis of Federal and State rules and regulations as questions
arise.
Coordinate the First Time Homebuyer Program and HOME/CDBG housing programs including working
directly with applicants, lenders and housing staff to process applications and information; review and
perform financial underwriting analysis of loan applications; prepare commitment letters and coordinates
rehabilitation process.
Review files for evidence of compliance with conditions of award. Analyze project applications for quality,
completeness, feasibility and consistency with City policies and goals.
Prepare for project closings, in coordination with staff, by ensuring that all conditions for funding and all
applicable program regulations have been met, and all necessary information is complete.
Review and analyze, along with rehabilitation staff, construction payment requests received from
contractors to recommend payments based on performance accomplishments.
Monitor project status pre- and post-loan closing for adherence to program guidelines and HUD regulations.
Represent department, as appropriate, to lenders, realtors, State agencies, Federal agencies, community
groups and various non-profit organizations.
Prepare and assist in the development and delivery of presentations and marketing materials.
Assist in the preparation of grant applications and reports regarding affordable housing programs as needed.

•

Perform related work as required and assigned.

•
•
•
•

•
•
•
•
•
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The duties listed above are intended only as illustrations of the various types of work that may be performed. The
omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical
assignment to the position. The job description does not constitute an employment agreement between the employer and
employee and is subject to change by the employer as the needs of the employer and requirements of the job change.

MINIMUM QUALIFICATIONS
Education and Experience
• Graduation from a college or university with a Bachelor’s degree in public finance, accounting, public
administration, urban planning, business management or a closely related field, and three years of related
experience in the field. Any equivalent combination of education and experience.
•

Previous experience with Federal Community Development Block Grant and/or HOME Program/State
programs is highly desirable.

•

Prior experience and training in housing development, financial analysis of housing projects.

•

Strong oral and written communication skills, including public speaking skills and ability to work as part of
a team.

•

Experience working with non-profit organizations, municipalities, housing development groups, and state
agencies.

•

Any equivalent combination of education and progressively responsible experience, with additional work
experience accounting for the required education on a year-for-year basis.

Licensing/Certification
•

Possession of a valid Massachusetts driver’s license and good driving record.

SPECIAL REQUIREMENTS
• Criminal Offender Record Investigation (CORI) background check mandatory.
SUPERVISORY RESPONSIBILITIES
This position has no formal supervisory responsibilities over other employees. This position receives general
direction from the Deputy Director.
PHYSICAL DEMANDS AND WORKING CONDITIONS
The physical demands described here are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions.
While performing the duties of this job, the employee is frequently required to sit and talk or hear; use hands to finger,
handle, feel or operate objects, tools or controls and reach with hands and arms. The employee is occasionally required to
walk. The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities required by this job
include close vision and the ability to adjust focus. The noise level in the work environment is usually quiet.

The City of New Bedford, MA is an Equal Opportunity Employer.
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