Agency Name - DHCD

Job Title: Supervisory Contract and Loan Specialist
Grade:

MS-14

Salary Range: $110,000 - $153,999

Job Summary:
This position is located in the Department of Housing and Community Development, Development Finance Division (DFD). This
Division is responsible for the administration of programs designed to provide financial assistance for multifamily rehabilitation, new
construction and commercial projects in the District of Columbia.
Incumbent works under the general supervision of the DFD Manager who provides administrative and policy direction in terms of
defined goals, initiatives and functions of the Division. The incumbent is responsible for leading and providing supervision for a team
of professional, technical and administrative project staff. He/she defines the team goals in line with the direction of the DFD
Manager.
The supervisor's review of the work covers such matters as fulfillment of program objectives, the productivity of the project team, the
successful implementation of program guidelines, and the efficiency and effectiveness of the assigned operations. The supervisor
usually evaluates the employee's recommendations for new methods, projects, or program emphasis in light of the availability of
funds, personnel, priorities, and available resources.

Duties and Responsibilities:
The incumbent assists in providing policy guidance and management of a number of Housing Production Trust Fund, Community
Development Block Grant (CDBG) and HOME funded programs designed to provide financial and technical assistance to developers
involved in the new construction and rehabilitation of housing and commercial development projects. Conducts qualitative and
quantitative analysis and research of programs, processes and staff productivity.
Advises the Division Manager on special complex development projects. Participates in discussions, the formulation of
recommendations, and development of strategies on matters of housing, community development and economic development.
Develops and presents reports as required.
Works with and through assigned team members in accomplishing the Division's goals and administering programs. Meets with
members of the development community on specific projects and encourages development consistent with the Department's goals.
Reviews the work of assigned staff to ensure compliance with applicable laws, rules and regulations governing various funding
sources. Troubleshoots projects to identify barriers, follows-up with assigned staff and works to develop
regulation-compliant-solutions and develops recommendations to change process to resolve future issues.
Assists in the coordination of the development review process for all assigned projects including post-developer selection activities.
Assists with the coordination of other internal offices and other District agencies to ensure that necessary supporting activities are
scheduled and completed on a timely basis.
Assists assigned staff in the preparation of requests for proposals for, residential and commercial development projects and
manages the evaluation and selection process of these projects.
The incumbent may be assigned to represent the Division Manager at various meetings or during his/her absence.
The incumbent is required to attend evening and weekend meetings as directed.
Performs other related supervisory and project management related tasks as assigned.
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Graduation from an accredited four-year college or university with a bachelor's degree plus six ( 6) years of specialized experience
performing duties related to the work of the position; one (1) year of the specialized experience must be equivalent to the CS-13
grade level in the District of Columbia government service. 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.
OR
An equivalent combination of education and experience.
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