Chicago Low Income Housing Trust Fund

Job Posting:
Rental Housing Support Program Manager Trainee


About us
CLIHTF’s mission is to meet the permanent housing needs of Chicago’s very low-income residents. The Trust Fund assists residents living in poverty, with incomes not exceeding 30 percent of area median income, by providing well-maintained and affordable housing.

Job Summary:
This is a trainee position whereas the candidate must successfully complete the training program within the 90-day probationary period.
We are seeking a dedicated Rental Housing Support Program Manager who has familiarity with Rental Subsidy Housing Programs. The ideal candidate will have the ability to problem solve, manage a complex workload and possess time & task management skills. The candidate must be client/customer and public service focused with excellent verbal and written communication skills.

Responsibilities:
- Prepare reports for agencies upon request and/or as directed by the Executive Director or Director of Operations.
- Manage the relationship between the landlord, applicable agencies and CLIHTF.
- Provide audit and compliance assistance to assigned Program Specialist.
- Prepare documents to be submitted to the Board of Directors that include research, reports, and recommendations.
- Review renewal applications for RHSP, special initiatives if applicable, and prepare documents as assigned.
- Ensure program compliance with funding guidelines.
-Monitor and ensure contract compliance.
-If applicable, track all special initiative funding and units.
-If applicable, facilitate and monitor Special Initiatives as assigned by the Executive Director and collaborate with partner agencies including the Department of Housing, Chicago Department of Family & Support Services on program objectives.


Requirements:
- 5+ years HUD certification and HUD 4350.3 compliance.
- 3+ years team supervision and coaching.
-Successful completion of CLIHTF training program.
- Strong computer skills, including but not limited to MS Word, Excel and databases is a must.
- Income certification.
- Ability to work independently and prioritize workload to meet deadlines.
- Experience with Rental Subsidy Housing programs.
-Ability to maintain a professional demeanor and attitude which positively contributes to the workplace environment.
-Ability to multi-task and the flexibility to work in a position with changing responsibilities.

Core Competencies:
-Accountability
-Communication
-Customer/Public Service focused

Job Type: Full-time; Non-Exempt position

Starting Salary: $65,653 - $70,000

Benefits:
· 403(b)
· Dental insurance
· Health insurance
· Life insurance
· Retirement plan
· Vision insurance
Schedule:
· Monday-Friday

 Education:
· Bachelor's degree or 5+ years of experience in related field


Experience:
· Team Management: 3 years (Required)
· HUD Certification: 5 years (Required)
· HUD 4350.3 Compliance (Required)
Ability to Commute:
· Chicago, IL 60602 (Required)
Work Location: Hybrid remote in Chicago, IL 60602


