DIRECTOR — OFFICE OF HOUSING COUNSEL

DISTINGUISHING FEATURES OF THE CLASS: Under general supervision and reporting directly
to the Commissioner of Social Services and as part of the department’s comprehensive housing
relations programming, the incumbent in this position is responsible for the development and
coordination of the Office of Housing Counsel whose focus is to provide quality and responsive
legal services for income eligible individuals on landlord/tenant issues handled by the court and
at administrative hearings. Supervision is exercised over subordinate staff. Does related work as
required.

EXAMPLES OF WORK: (lllustrative only)

Develops and monitors all program policies, standards and procedures relating to preparing
RFP’s to obtain qualified and experienced attorneys to provide legal counsel, while also ensuring
guidelines relating to the number of attorneys required at various court proceedings is accurate,
limitations on attorney caseloads are followed;

Works with departmental fiscal staff to implement payment methods for legal services provided
for the department’s clients; implements and maintains standards for ensuring work performed is
accurately reflected and to approve payment;

Works with the Commissioner to identifying staffing needs and recommends designated
organizations and qualified professionals to provide legal services

Meets regularly with assigned counsel to review cases, attorney work product, caseloads and
case outcomes; provides the Commissioner recommendations for program modifications as
necessary;

Collaborates with the Commissioner and the Budget Office in preparing the budget for the Office
of Housing Counsel; maintain records of accounts and expenditures of the Office of Housing
Counsel to maintain compliance and to assist in the budget process;

Prepares an annual report of the housing counsel program for submission to the County Executive
and the Board of Legislators;

Works with designated community groups to engage the community, educate and inform tenants
about their rights in court covered and administrative hearing proceedings including but not limited
to providing educational sessions to tenants regarding their rights, distributing written information
to tenants and facilitating referrals of tenants and occupants to designated community groups;

Meets regularly with the Supervising Judge of the Ninth Judicial District, local courts, and any
other appropriate Court personnel to discuss Court procedures and any other programmatic
issues related to the provision of counsel in covered proceedings;
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EXAMPLES OF WORK: (lllustrative only) (Continued)

Responsible for developing and monitoring policies, standards and operational procedures in
regards to the provision of legal counseling for housing court or any administrative proceedings;

Responsibilities include ensuring that implementation of multiple housing related programs are
effectively integrated with other programs, policies, objectives and operations of the department;

Collaborates with higher-level public relations staff in other County departments to coordinate
housing relations effectively over an array of programs and services reflective of the varied needs
of the County’s residents;

This position ensures quality representation in landlord tenant matters and is in constant sensitive
contact with professional staff, public officials, members of the public, and representatives of
interest groups. Supervision may be exercised over support staff or on an assigned project basis.
Does related work as required;

Applies for state and federal funding and researches other funding resources to assist in funding
programmatic needs of the Office of Housing Counsel;

Uses computer applications or other automated systems such as spreadsheets, word processing,
calendar, e-mail and database software in performing work assignments;

May perform other incidental tasks, as needed.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES: Thorough
knowledge of the legal and administrative requirements for investigating, preparing and
processing cases of alleged discrimination; thorough knowledge of local, state and federal laws,
regulations and court rulings related to housing rights; thorough knowledge of state and Federal
housing programs as well as factors that contribute to tenant evictions such as property
foreclosures, informal subleasing arrangements, and municipal code violations knowledge of and
experience with the New York State housing programs; knowledge of Housing Counsel/eviction
prevention program case management and funding models (e.g., caseloads, case rates, etc.);
knowledge of the principles and practices of administration, management, and supervision;
knowledge of best practices in performance management, outcome monitoring, and reporting;
knowledge of alternative dispute resolution, arbitration, negotiation, mediation and conciliation;
ability to comprehend, analyze and interpret laws and regulations and supervise their cases to
specific situations; ability to gather and analyze pertinent data and draw appropriate conclusions;
ability to implement policies and procedures; ability to establish and maintain effective working
relationships; ability to assign and supervise the work of professional and clerical staff involved in
the enforcement of housing rights statutes/regulations; ability to speak publicly; ability to
communicate clearly and effectively, prepare, present and support reports both orally and in
writing; ability to read, write, speak, understand, and communicate in English sufficiently to
perform the essential duties of the position; ability to use computer applications such as
spreadsheets, word processing, e-mail, and database software; resourcefulness; initiative; tact,
diplomacy; integrity; diligence; sound professional judgment; physical condition commensurate
with the requirements of the position.
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MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE: Possess and maintain a license to
practice law in the State of New York and five (5) years of administrative experience in a
supportive housing program which involved affordable housing, subsidized housing, or
homelessness support.

*SPECIAL NOTE: Education beyond the secondary level must be from an institution recognized
or accredited by the Board of Regents of the New York State Department of Education as a post-
secondary, degree-granting institution.

West. Co. Job Class Code: E0995
J.C.: Non-Competitivet Job Group: XVI
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