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POSITION SUMMARY

Under the direct supervision of the Executive Director, will maintain administrative systems for the various aspects of the Agency’s modernization and development projects, in accordance with federal laws, Tribal, and Agency policies & procedures. This will include, but not limited to environmental assessments, land procurement, leases, and the development of property.  Must be responsible for insuring that all documentation is submitted properly and in a timely manner to the U. S. Department of Housing and Urban Development Office of Native American Programs. 

DUTIES & RESPONSIBLITIES
· Maintain confidentiality at all times. 

· Must be able to work under minimal supervision.

· Perform, maintain, and coordinate the implementation of physical needs assessments, and modernization and energy standards.

· Attend, and often conduct meetings, including coordination and required interagency meetings.

· Act as a liaison between the architects, residents, and tribe on design issues.

· Schedule all phases of rehabilitation and construction work.

· Coordinates activities of land development and negotiates with representatives of real estate, private enterprise and industrial organizations, community and tribal leaders to acquire and develop land.

· Collects, processes, and analyzes data connected with housing development programs, such as land summary information, including environmental assessments, property sales, leases, transfers, and cooperation agreements.

· Coordinates statistical information used to develop properties.

· Prepares site acquisition reports.

· Prepares correspondence dealing with Tribal or federal development programs.

· Tabulates development contract bids.

· Maintains construction progress schedules and reports, inspectors and architects reports, and insures conformity with Davis/Bacon payroll reports.

· Draws up certification of release when job is completed.

· Work with representatives of public utilities, universities, and other groups to coordinate research activities.

· Submits progress reports to the Executive Director and Board of Commissioners as needed.

· Collect and analyze data as related to the goals and objectives of the Modernization/Development Department.

· Assist in preparing and submitting the Annual Progress Report (APR) and the Indian Housing Plan (IHP) as required for the Modernization/Development Department. 

· Assist with preparing the Modernization/Development Department’s annual budget, monitor budget line items, and submit budget modifications, if necessary.

· Must have the ability to select, properly train, accurately evaluate, and discipline subordinate employees. 

· Must follow proper safety guidelines and wear proper personal protective equipment (PPE) as required.

· Ensures that all Modernization/Development Department employees follow all safety regulations and report all on-the-job injuries; and that the proper forms are completed and sent to the Human Resource/Personnel Manager immediately.

· Other duties assigned by supervisor.

SUPERVISORY RESPONSIBILITIES

Supervise Development Coordinator, Development Specialist, Groundskeeper Supervisor, Groundskeeper, and Development Project Manager
QUALIFICATIONS

· Must possess a high school diploma.

· Must possess two (2) years higher education and/or five (5) years of related job experience.

· Knowledge of HUD (Housing & Urban Development) requirements for environmental assessments and land acquisition.

· Knowledge of BIA (Bureau of Indian Affairs) requirements for lease procedure requirements and roads.

· Knowledge of IHS (Indian Health Service) requirements for infrastructure of projects.

· Knowledge of all phases of construction process needed to develop properties.

· Be able to negotiate with community, business, and public utility representatives to eliminate obstacles to land purchase, development, sale or lease.

· Be able to maintain harmonious relationships with Tribal departments, federal agencies, potential homeowners/tenants, architects/engineers, suppliers, contractors, and co-workers, involved with the development process.

· Will be required to learn to use various types of office equipment for recording information used by agency, office, or related units.

· Be able to travel, attend all training sessions, and educational seminars required to maintain position.

· Valid driver’s license, and proper insurance and qualify to be insurable by the Agency’s auto insurance carrier. 

· Preference will be provided to Native Americans.
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