
Grade: Salary Range: 

Duties and Responsibilities:

Qualifications and Education

Job Title:

: 1015 Half Street SE, Washington DC, 20003 

: dchr@dc.gov 

: (202) 442-9700 

Job Summary:


	Agency Name: Dept. of Housing and Community Development
	Text1: Compliance Specialist
	Text2: CS-1801-13
	Text3: $98,176-$126,508
	Text4: Key member of the Portfolio and Asset Management Division conducting compliance and monitoring of DHCD's program operations, single-family and multi-family properties in accordance with District and Federal laws regulations and procedures. Compliance efforts will serve to decrease the number of noncompliance findings, resulting in a decrease in funds disallowed or questioned by funding agencies. Such actions will allow DHCD to retain full use of its funds for program operations and to ensure the overall effectiveness of the agency's monitoring and use of departmental assets and investments.
	Text5: Develops audit and monitoring strategies to determine compliance with governing laws, regulations and procedures, and the adequacy of management practices by which financial and occupancy operations are administered. Conducts on-site audits and reviews of financial management and property management activities for compliance. 

Oversees accurate and timely compliance with all applicable IRS LIHTC regulations, bond regulatory agreements and financing agreements with the DC Housing Finance Agency (HF A) and the Department of Housing and Community Development (DHCD); HPTF and HUD regulatory requirements; and any other federal or local program requirements. Monitors compliance with the various income level occupancy requirements for projects in the Portfolio and Asset Management portfolio. 

Monitors progress of and ensure timely completion of re-certifications. Communicates with managers regarding insufficient and inaccurate data listed on certification and re-certifications forms. Research and respond to staff questions regarding compliance. 
Assembles all relevant data including applicable rules, regulations and policies governing financial management operations for the development of comprehensive and accurate determinations of financial compliance/noncompliance with DHCD, District, and Federal requirements. 

Monitors compliance with Federal and District regulations and Departmental procedures. Develops annual internal audit management plans that identify specific compliance activities and review schedules. Plans, conducts and writes reports of regular and special financial compliance reviews. Reviews available reports, previous findings, monitors reports and other relevant documents to determine special areas for emphasis during audit or review. 

Provides assistance in developing compliance programs, providing such assistance not only in developing remedial actions, but also to ensure future compliance. 

Provides assistance in developing compliance programs, providing such assistance not only in developing remedial actions, but also to ensure future compliance. Develops procedures for the collection of data to develop measures and testing criteria. Such data collection activities include financial operations in a variety of program and management activities. 

Conducts personal interviews with DHCD and sub-grantees' staffs to obtain necessary information relevant to procedures, directives and policies, as well as specific financial data that may impact the determination of compliance/non-compliance of the activity under review. 

Compiles written reports with recommendation for corrective actions based on the results of data collected and analysis. Areas emphasized include financial management practices and operational requirements, and compliance with laws and regulations. Conciliates issues and drafts remedies for noncompliance, which requires a thorough knowledge of financial and administrative regulations and guidelines and the ability to locate and supply applicable precedents. Develops and maintains a comprehensive file of documentation (working papers) with which to support all issues discussed in the report of findings. 

Participates in periodic meetings with affected management, staff and sub-grantees to discuss and clarify the items of non-compliance cited in written reports. 

Reviews corrective actions statements in response to reports of findings and determines their adequacy/inadequacy in addressing the issues raised in the reports. Maintains continued surveillance to ensure corrective action is taken and effective compliance programs are implemented. Schedules periodic follow-up reviews on areas of non-compliance and management operation to ascertain the degree of progress made on specific recommendations as may be necessary. 

Monitors findings of HUD or other official findings on non-compliance with financial, program, and contract requirements to secure appropriate and timely corrective actions. Prepares recommendations for enforcement action. 

Performs other related duties, as assigned. 
	Text6: Expert knowledge of appropriate federal and local statutes and regulations as well as Internal Revenue Code Section 42 regulations to ensure the on-going asset management of funded properties which are compliant with financial and contract requirements. 

Expert knowledge of and skill in the application of analytical and evaluative concepts, methods, and procedures as needed to make sound evaluative judgments based upon the application of statutory or regulatory provisions to various situations that arise; and the analysis and organization of a wide variety of evidence, such as statistics, files, policy statements, etc. 
Knowledge of real estate, development, business, finance, or lending. 

Demonstrated expertise in the development of comprehensive reports that substantiate findings and make recommendations. 
Knowledge and skill in the application of research, investigation, and inspection methods, techniques, and procedures to ensure accuracy, attention to detail and excellent follow-through in the identification of special areas for emphasis during audit or review processes. 

Working knowledge of and skill in the use of personal computers, spreadsheet and database software applications. 

Extensive knowledge of project management sufficient to plan, organize, multi-, and deal effectively with competing priorities within critical deadlines and to achieve goals and objectives. 

Excellent written and oral communication and interpersonal skills and the ability to communicate openly and effectively at all levels. 

Applicants must have at least one (1) year of specialized experience equivalent to the Grade-12 level, or its non-District equivalent. Specialized experience is experience which is in or directly related to the line of work of the position and has equipped the applicant with the particular knowledge, skills, and abilities to successfully perform the duties of the position. Examples of specialized experience may include: experience in planning, monitoring and/or implementing audits and compliance reviews designed to monitor and ensure compliance with governing legal/regulatory mandates; the conduct of on-site assessments to gather compliance information through interviews; related experience in the affordable housing industry; or similar work experience 
 


