	MONTGOMERY COUNTY GOVERNMENT

ROCKVILLE, MARYLAND

CLASS SPECIFICATION
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Grade:  00
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Deputy Director, Department of Housing and Community Affairs
  Class Code: 007812

DEPUTY DIRECTOR, DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
DEFINITION OF SERIES:

This occupational series covers appointed, non-merit full-time executive-level positions for the County Government. These position have an external focus, and/or serve to develop policy, and they report to either the Chief Administrative Officer (CAO) or Assistant Chief Administrative Officer – where they are responsible for developing and implementing policy which impacts a major activities of the County – or the director of a large department – where they have the full authority and accountability in the absence of the Director.

DISTINGUISHING CHARACTERISTICS: 

Under the administrative direction of the Director, Department of Housing and Community Affairs (DHCA), this senior level management position has full authority and accountability over department operations in the absence of the Director. The Deputy Director supports the Director in planning, developing, implementing, and evaluating policies, program, and special projects. The incumbent also addresses and resolves complex issues related to affordable, workforce, and market-rate housing with County, State, regional, and federal officials/managers as well as with private for-profit and not-for-profit sector and community/civic association leaders.
 
MAJOR DUTIES: 

Incumbents perform a variety of complex duties. The distinguishing characteristics of this classification include responsibility for implementing affordable housing, the loan, grant, and other programs, and coordinating such efforts with other County, State, regional, and federal officials/managers and/or private agencies.

EXAMPLES OF DUTIES: (Illustrative Only)

· Develops the departmental work program and develops responsive and fiscally sound policies which impact public, private, and community interests related to the County's housing programs;
· Develops and promotes fair and affordable housing, tenant rights, and healthy living conditions and helps to preserve and produce affordable workforce and market-rate housing.
· Works with Director, Division Chiefs, and senior managers in planning and developing strategic, long-range policies; in establishing long and short terms goals and objectives; in implementing innovative programs and initiatives; and in determining organizational and financial resources required to meet objectives;

· Examines numerous diverse, complex, and politically sensitive issues and problems related to housing and works with departmental and other County/outside stakeholders toward their resolution;

· Leads and/or works with task forces and advisory committees; analyzes recommendations / findings; informs/advises the Director and other officials of issues, strategies, and findings; implements recommendations; evaluates outcomes, etc.

· Serves as the primary liaison to officials/staff at the Montgomery County Planning Board, MNCPPC, the Housing Opportunities Commission (HOC), Council of Governments (COG), State of Maryland Department of Housing and Community Development, and other agencies on all matters of mutual concern;

· Serves as the Director’s personal representative in meetings with and in making oral and written presentations before appointed and elected officials, community organizations, private sector business associations, and officials of both regulatory and non-regulatory local, State, and federal government agencies;

· Testifies before the County Council and Planning Board; participates in their committees regarding legislation and issues affecting departmental policies and procedures;

· Serves as liaison between the department and communities; manages community relations and outreach activities;

· Oversees administration/management of major departmental contracts;

· Monitors and evaluates housing development programs to ensure the program meets all federal and local regulations, guidelines, and reporting requirements.

· Oversees the management of public and privately funded grants from award to close out; and responsible for tracking project budgets, funding accounts, and program income.

· Participates in developing the department's Operating and Capital Improvement Budgets;

· Provides oversight on modernization and development projects to include preparation of scope of services and participation in the selection process for developers or contractors.

· Manages/oversees the day-to-day real estate activities related to the acquisition and development of affordable, workforce, and market rate housing; coordinates development activities from planning to occupancy. 

· Conducts and/or directs the efforts of consultants/contractors in carrying out evaluations and/or management studies of departmental programs; creates program evaluation criteria; assesses findings; proposes new approaches and/or modifications to Director;

· Coordinates the development of analytical and transactional tasks to include but not limited to market research, project budgets, sources and uses, draw schedules, proformas, and project schedules.

· Handles special projects, reports, and activities;

· Performs related duties as required.

SUPERVISORY CONTROLS: 

Work is performed with a wide latitude for independent judgment and action under the general supervision of the Director. May provide direct supervision to management, professional, technical, and administrative support staff.  Overall objectives and resources available are set.  The employee alone, or in consultation with the supervisor, develops the deadlines and work to be done. At this level, the employee having developed expertise in the line of work, is responsible for planning and carrying out the assignment, resolving most of the conflicts which arise, coordinating the work with others as necessary, and interpreting policy on own initiative in terms of established objectives. In most assignments, the employee determines the approach to be taken and the methodology to be used. The employee keeps the supervisor informed of progress, potentially controversial matters, or far-reaching implications. Completed work is reviewed only from an overall standpoint in terms of feasibility, compatibility with other work or effectiveness in meeting requirements or expected results.  Intended to cover situations in which workers (who have full technical responsibility for the work) independently determine and carry out all necessary steps to complete assignments, which often are long-term projects subject to available resources and agreed-upon deadlines. This typically involves planning the work effort, identifying potential problems, resolving problems, coordinating with others outside the work unit, and determining the methods, procedures or approaches to be used. The worker effectively has full control over how the work is performed. Results of the work, such as recommendations, completed plans, products or services, are reviewed in terms of effectiveness in meeting objectives.
SUPERVISION EXERCISED: Employees in this classification supervise other positions.  

GUIDELINES: 

Guidelines are broadly stated (e.g., broad public policy statements or basic legislation) and require extensive interpretation. The employee uses considerable judgment to interpret the intent of the guides and to develop specific directives, rules, regulations, policies, and procedures for application to the work. The employee is recognized as the technical authority on the interpretation of guides in highly unusual cases. The employee is granted full latitude to interpret and to develop specific rules, regulations, policies and procedures to apply to the work or to develop specific strategies to accomplish complex work assignments. The work may encompass a program, function, or activity operated under general laws or policies which require the employee to develop all or most of the policies, rules, and procedures covering the work; advanced analytical work in legislative policy development and implementation; advanced analytical work in information technology that results in new procedures, methods, and/or policies that affect how work is performed.
COMPLEXITY: 

The work is highly analytical and consists of the application of varied duties to a broad range of activities, including new and untried aspects, or requiring substantial depth of analysis, in an administrative or professional field. Decisions regarding what needs to be done involve major areas of uncertainty in approach, methodology, or interpretation and evaluation resulting from such elements as continuing changes in program technological development, unknown phenomena, or conflicting requirements. The work requires originating new techniques, establishing criteria, or developing new information and work is characterized by uncertain facts, data or information, rapid change, conflicting requirements or similar conditions. The employee must consider a broad range of issues, factors or circumstances whose importance and interrelationships are difficult to ascertain and assess; or must apply extensive forms of analysis combined with seasoned judgment to make decisions.

SCOPE AND EFFECT: 

The work involves developing and implementing solutions to problems of critical importance to County operations.  The employee, who is considered an expert, is engaged in isolating and defining unknown conditions, resolving critical problems or developing new theories; or developing, and presenting in public, analysis and recommendations concerning complex and sensitive issues. The purpose of the work is to resolve critical problems in the organization and delivery of government services. The work product or service affects the work of major aspects of administrative or technical programs or missions or the well- being of substantial numbers of people.  The intent of the work assignment is to facilitate the design, development and implementation of new programs, functions or services which substantially impact County-wide operations and/or the community.
CONTACTS: 

Contacts are with high-level officials within or outside of the organization and involve presenting, justifying, or defending very important issues where diverse viewpoints, goals and objectives are strongly advocated and must be reconciled to achieve suitable alternatives or to arrive at acceptable positions. These contacts may be extremely difficult and cover issues of County-wide importance. The employee meets and deals with individuals or groups whose approval, participation, or agreement is vital to the effective administration of County-wide programs, functions or services. The worker represents the County Government and has authority to negotiate or make commitments or decisions concerning major policy or program matters.  

PUBLIC SERVICE /ASSISTANCE: 

This class of work may entail some public service/assistance, but it is incidental to the primary focus of the work performed.

HAZARDS: 

The work presents no significant hazards to employees.

MINIMUM QUALIFICATIONS: 

Experience: Ten (10) years of progressively responsible experience in public housing, affordable housing, or real estate redevelopment environment; three (3) of which were in a supervisory or executive capacity; or the equivalent combination of education and experience which meet the minimum qualifications requirement. 
Education:  Bachelor’s degree from an accredited college or university with emphasis in Business Administration, Real Estate or closely related field.

Substitution: None
Licenses, Registrations, Certifications, or Special Requirements: None
Knowledge, Skills, and Abilities: 

Advanced knowledge of:
· Principles, practices, and techniques of planning, formulating, analyzing, and implementing management and programmatic policies and strategies.

· Long- and short-range strategic planning and evaluation techniques and methods, and ability to look to the future with a broad perspective.

· Principles and practices of housing, community planning, and urban development, including zoning ordinances, master and sector plan development, land use, etc.

· Local, State, and federal laws, regulations, and programs affecting affordable, workforce, and market-rate development activities.

· Functions and activities of the local government, bi-county, State, and federal agencies that deal with Montgomery County.

· Contract development, administration, and monitoring; budget/fiscal control; procurement; human resources; etc.

· Federal, State, local and County applicable laws, rules, regulations and guidelines.

Skill in:
· Identifying, analyzing, and evaluating information concerning highly complex and often politically sensitive housing issues.

· Manage numerous responsibilities, set priorities, anticipate problems, develop contingency plans, and monitor achievement of broad program goals/objectives.

· Working effectively with task forces, advisory groups, and panels comprised of a diverse range of stakeholders; to grasp and synthesize key issues; and to implement recommendations/findings.

· Interpersonal relations and ability to establish and maintain effective working relationships with elected/appointed officials, managers and supervisors, other governmental staff, civic and community leaders and groups, and representatives of the private business sector.

· Negotiating agreements which accommodate the conflicting interests and viewpoints of numerous groups and organizations.

· Managing staff, allocating resources, and evaluating programs.

· Leadership, collaboration and negotiation techniques, including contracts, agreements, and proposals.

· Developing and monitoring programs and related budgets.

· Managing user expectations and satisfaction.

· Developing and evaluating Requests for Proposals (RFPs).

· Problem-solving and decision-making.

Ability to:
· Cooperate with and fully support the goals and objectives of intra and interagency programs and activities.

· Effectively representing the organization on policy matters and controversial questions and to deal tactfully and equitably with a diverse range of people.

· Communicating clearly, concisely, and effectively, both orally and in writing. 

· Ability to attend meetings and/or perform assignments at locations outside of the office.

· Manage, motivate, train, develop, and evaluate staff.

· Work independently and efficiently and as part of a team.

· Manage time well, perform multiple tasks, and organize diverse activities.

· Translate policies and objectives into ideas and applications web-based information products.

· Research, compile, analyze, interpret, and prepare a variety of memorandums or reports.

Work Environment: 

The work environment involves normal, everyday discomforts or unpleasantness.  The work area is adequately lighted, heated and ventilated.

Physical Demands: 

The work requires ordinary physical effort to sit, walk, stand, bend, and reach or to carry light items. 
PROBATIONARY PERIOD: Not applicable
BARGAINING STATUS: Non-union
MEDICAL PROTOCOL: Medical History Review

PROMOTION POTENTIAL: Not applicable
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