HOUSING AUTHORITY OF LYCOMING COUNTY
EXECUTIVE DIRECTOR
VACANCY

The Housing Authority of Lycoming County (LHA) located in Williamsport, PA, with County-Wide jurisdiction throughout Lycoming County, is seeking qualified applicants for the position of Executive Director (Chief Executive Officer).
The Housing Authority of Lycoming County was created and organized in March 1948 as a separate and distinct public body, corporate and politic, by resolution of the Lycoming County Commissioners in accordance with the Pennsylvania Housing Authorities Law of 1937, as amended, for the purpose of providing safe, decent, and affordable housing to low income residents. The Housing Authority owns and operates 435 public housing units located on seven (7) sites and maintains 12 condos owned by a homeowner’s association at Penn Vale. The Authority also administers 675 Section 8 Housing Choice Vouchers throughout Lycoming County. In addition, the Authority and its non-profit entity, Lycoming Housing Finance, Inc. (LHFI) own 126 market rate units at Penn Vale, 48 market rate affordable units at Chatham, and is a limited partner and provides management and maintenance of a 30 unit tax credit development located in Jersey Shore, PA. 
Duties: The Executive Director/CEO serves as Secretary to and reports directly to the Housing Authority’s Board of Commissioners. The position is administrative work involving the overall professional and administrative direction, planning and management of the Housing Authority. The Executive Director is responsible for overseeing daily operations, ensuring compliance with governing rules and regulations, addressing performance issues and maintaining effective relationships with federal, state and local officials. Daily operations include but are not limited to the planning, organizing and coordinating all phases of a housing authority, including, but not limited to maintenance, tenant selection, occupancy, management and tenant relations, Section 8 Housing Choice Voucher rental assistance, social services and administrative services.  Additional activities include oversight of all financial operations, ensuring the accurate and timely submission of required program data and procurement of needed professional services, materials and supplies. 
The Executive Director acts for the Board of Commissioners in all administrative matters.  Work involves serving as the advisor to the Board of Commissioners on all management problems, recommending improvements to methods and procedures and analyzing records and reports to determine the effectiveness of overall operations.  Work involves making decisions regarding policy interpretation and exercising independent judgment within the framework of establishing policy and existing laws governing housing authorities.  Direction is exercised over all subordinate professional, administrative and technical staff.  Work is reviewed by the Board of Commissioners for program effectiveness and attainment of goals through conferences, reports and recommendations.
In addition, the Executive Director also serves as the Secretary and administrator of the Lycoming Housing Finance, Inc. non-profit entity of the Housing Authority.   
EDUCATION AND EXPERIENCE: Meet the minimum experience and training required for the job:  Any combination of education and experience providing the required skill and knowledge for successful performance would be qualifying.  Typical qualifications would be equivalent to:
1. possession of a Bachelor's degree from an accredited college or university with major course work in business or public administration, political science, sociology, or closely related field; and three (3) years' experience performing responsible general administrative work; OR
1. three years of professional administrative supervisory experience in a housing authority or other publicly or privately owned government subsidized housing and a bachelor’s degree; OR 
1. four years of professional administrative experience in residential property management, which included two years of supervisory experience, and a bachelor’s degree; OR 
1. an equivalent combination of experience and training which included three years of professional administrative supervisory experience in subsidized housing or four years of professional administrative experience in residential property management, which included two years of supervisory experience.
KNOWLEDGE: Principles and practices of business administration including personnel management practices; office procedures and business operating systems; and the appropriate methods and means of dealing with human behavior situations in a variety of business circumstances.
SKILL: Communicating effectively, verbally and in writing, in a diverse range of audiences and settings; persuasion and negotiation of conflicts and problems; assessing,  government regulations; evaluating fiscal and financial reports, forms, and data; analyzing complex written documents; identifying and resolving administrative problems; working long and irregular hours, and under pressure conditions; delegating responsibility and achieving results through subordinates; and maintaining order in an environment of changing priorities.
[bookmark: _GoBack]LICENSES:  Possession of a valid motor vehicle operator's license, and willingness to use personal vehicle in the course of employment.
COMPENSATION: Salary and benefits will be competitive with the industry and commensurate with experience. The Housing Authority of Lycoming County is an equal opportunity employer and offers a competitive benefits package. 
TERMS OF EMPLOYMENT: The Housing Authority of Lycoming County intends to execute and enter into an employment agreement with the selected individual for a specified period of time not to exceed five (5) years.
This position description should not be construed to imply that these requirements are the exclusive standards of the position.  Incumbents will follow any other instructions, and perform any other related duties, as may be required.  
APPLICATION: To apply, please send a cover letter with resume and salary history to John R. Bonner, Esq., Casale & Bonner, 33 West 3rd Street, Williamsport, PA 17701. No Emails or faxes,  or phone calls, please. Position is open until filled.
























HOUSING AUTHORITY OF LYCOMING COUNTY
FINANCE DIRECTOR
VACANCY

The Housing Authority of Lycoming County (LHA) located in Williamsport, PA, with County-Wide jurisdiction throughout Lycoming County, is seeking qualified applicants for the position of Finance Director.
The Housing Authority of Lycoming County was created and organized in March 1948 as a separate and distinct public body, corporate and politic, by resolution of the Lycoming County Commissioners in accordance with the Pennsylvania Housing Authorities Law of 1937, as amended, for the purpose of providing safe, decent, and affordable housing to low income residents. The Housing Authority owns and operates 435 public housing units located on seven (7) sites and maintains 12 condos owned by a homeowner’s association at Penn Vale. The Authority also administers 675 Section 8 Housing Choice Vouchers throughout Lycoming County. In addition, the Authority’s non-profit entity, Lycoming Housing Finance, Inc. (LHFI) owns 126 market rate units at Penn Vale, 48 market rate affordable units at Chatham Park, and is a limited partner and provides management and maintenance for a 30 unit tax credit development located in Jersey Shore, PA. 
The Housing Authority currently has a public housing operating budget in excess of $3 million per fiscal year including Capital Funds and administers approximately $2.5 million in the Section 8 Housing Choice Voucher program. In addition, the Housing Authority oversees the LHFI budget of approximately $1.5 million per year and the tax credit budget of $160,000.
Duties: The Finance Director actively assists the Executive Director in all aspects of fiscal management of the Authority; is responsible for the completeness and accuracy of all budgetary and financial records, required by the Authority or by another governmental agency providing funding to the Authority; and must have familiarity with the laws and regulations under which the Authority operates, and must be in a position to develop, install and monitor all controls necessary to protect the financial integrity of the organization.

The Finance Director is responsible for the development, installation and evaluation of fiscal management policies, procedures and methods for the Authority; reviews all projects and proposed projects as to the financing or refinancing of the same; prepares annual budget for all funding governmental agencies; reviews new programs and furnishes advice on cost aspects of same; prepares monthly reports for Executive Director, in which overview of all departmental financial operations is provided; oversees and reviews Audits to ensure compliance with Generally Accepted Accounting Principles (GAAP); reviews and approves quarterly financial statements; controls the cash flow of the Authority and the investment of idle funds; reviews contracts and prepares comments on same; assists the Executive Director in the preparation of a variety of evaluative and comparability reports; analyzes and approves financial documents such as; purchase requisitions, likely to have a direct and sustaining impact on agency operations, particularly on the Authority's annual budget; responsible for insurance coverage of Authority property and processing of claims; maintains property control records; authorizes payments of vendors' invoices and oversees accounts payable records for all vendors and contractual obligations; provides liaison with funding governmental agencies on all matters affecting the finances of the Authority; and performs other related duties of the class, as required; responsible for all compliance reporting to state and federal entities.
The Finance Director monitors and oversees the administration and compliance of personnel rules, regulations and policies, compensation; ensures that the Human Resource staff is in compliance with all applicable city, state and federal regulations and statutes; responsible for personnel matters of the Authority relating to the maintenance and administration of employee benefits and records; 
In addition, the Finance Director oversees and monitors the development of a strategic Information Technology (IT) plan to support the long term growth of the organization; directs the provision of information systems support to assure smooth, professional and cost effective operation of the Authority; develop and recommend information systems policies and procedures; coordinates testing, upgrades and system enhancement. 
In addition, the Finance Director also oversees and monitors the financial administration of the Lycoming Housing Finance, Inc. non-profit entity of the Housing Authority.   
EDUCATION AND EXPERIENCE: Meet the minimum experience and training required for the job:  Any combination of education and experience providing the required skill and knowledge for successful performance would be qualifying.  Typical qualifications would be equivalent to:
· possession of a Bachelor's degree from an accredited college or university with major course work in accounting or business administration with an accounting concentration from an accredited college or university;  AND

· five (5) years' progressively responsible experience in accounting, of which two (2) years were in a supervisory capacity.

KNOWLEDGE: Principles, practices, and methods of modern accounting including Generally Accepted Accounting Principles (GAAP) and auditing; principles and practices of financial administration including reporting requirements of state and federal agencies; modern office practices, procedures, methods, and accounting equipment; data processing applications, particularly those related to fiscal management; and insurance, particularly insurance of real property; familiarity with the laws and regulations under which the Authority operates.

SKILL: Examining and verifying financial documents and reports; developing accounting procedures and financial controls and guidance materials for a large organization; investing funds as to gain maximum financial benefits;  assessing government regulations; evaluating fiscal and financial reports, forms, and data; working independently from general instructions; communicating clearly and concisely, orally and in writing; selecting, supervising, training, and evaluating assigned personnel composed of professionals and clerical support staff; develop, install and monitor all controls necessary to protect the financial integrity of the organization; and maintaining order in an environment of changing priorities.

LICENSES:  Possession of an active Certified Public Accountant (CPA) License. Possession of a valid motor vehicle operator's license, and willingness to use personal vehicle in the course of employment.

COMPENSATION: Salary and benefits will be competitive with the industry and commensurate with experience. The Housing Authority of Lycoming County is an equal opportunity employer and offers a competitive benefits package. 
TERMS OF EMPLOYMENT: The Housing Authority of Lycoming County intends to execute and enter into an employment agreement with the selected individual for a specified period of time not to exceed five (5) years.  
This position description should not be construed to imply that these requirements are the exclusive standards of the position.  Incumbents will follow any other instructions, and perform any other related duties, as may be required by their supervisor.

APPLICATION: To apply, please send a cover letter with resume and salary history to John R. Bonner, Esq., Casale & Bonner, 33 West 3rd Street, Williamsport, PA 17701. No Emails or faxes,  or phone calls, please. Position is open until filled.


