
PROGRAM SPECIALIST (HOUSING) 

DISTINGUISHING FEATURES OF THE CLASS: Under general supervision, an incumbent 
in this position monitors all emergency shelter and temporary housing programs for the 
Office of Temporary Housing and Assistance (OTHA), a division of the Department of Social 
Services. Work involves assisting in the design and implementation of new and/or enhanced 
programs to assist customers in temporary housing situations with a view towards finding 
permanent housing solutions; maintaining an extensive database for mandated reporting 
purposes, and to enable immediate status updates of shelter and housing availability. This 
position also serves as a liaison with participating landlords, and performs community 
outreach activities to landlord associations and managing agencies in an effort develop 
resources to assist customers. This position will also serve as the initial point of contact for 
the division in handling all Veteran’s related temporary to permanent housing matters. 
Supervision may be exercised over subordinate program and clerical support personnel. 
Does related work as required. 

EXAMPLES OF WORK:  (Illustrative Only)  

Implements housing-related policies and work activities of the Department’s Office of 
Housing and Temporary Assistance in accordance with all applicable mandated policies 
and procedures as set forth by the Federal government and the New York State Department 
of Social Services; 

Monitors OTHA program activities relating to ensure compliance with local, state and 
Federal housing regulations; 

Assists in the design and implementation of programs to improve the quality and availability 
of emergency and temporary housing for recipients;  

Acts as a liaison with local housing organizations, local housing officials, housing-related 
service providers and landlords in providing community outreach; resolving customer 
problems, and in handling vendor related issues; 

Coordinates with managers in the division to remediate vendor issues; 

Serves on behalf of recipients/applicants in resolving tenant/landlord issues and/or 
disputes; works with division staff in resolving problems; routes more difficult situations to 
superiors for direction; 

Serves on departmental and interdepartmental ad-hoc committees on homelessness and 
related housing issues in which the Office of Housing and Temporary Assistance is a 
participant; 

Prepares reports on ad-hoc committee meetings for managerial review, program 
development, contract development and compliance and for mandated reporting purposes; 

Keeps abreast of housing trends, evaluates current programs, and makes 
recommendations for program modification or improvement based on findings; 
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EXAMPLES OF WORK:  (Illustrative Only) (Continued) 

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

May perform other incidental tasks, as needed. 

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES:  Good 
knowledge of DSS housing and income maintenance programs, laws and regulations; good 
knowledge of the principles and practices of administering sound service systems; good 
knowledge of local, state and federal housing related programs, laws and regulations; 
working knowledge of DSS organization, policies, procedures and objectives; good 
knowledge of the principles and practices of supervision; ability to formulate housing 
strategies and make verbal presentations; ability to design and utilize effective reporting 
systems; ability to communicate effectively both verbally and in writing; ability to establish 
and maintain effective working relationships with DSS staff, local officials and other 
professionals; ability to instruct employees in program requirements; ability to use 
automated systems such as spreadsheets, word processing, calendar, email and database 
software; ability to read, write, speak, understand and communicate in English sufficiently 
to perform the essential functions of the position; initiative; resourcefulness; physical 
condition commensurate with the demands of the position. 

MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE:  A Bachelor's degree* and three 
years of experience in a human services setting** determining eligibility for services, two 
years of which must have been in housing services. 

**DEFINITION: Human services setting shall be defined as an organization in which human 
services are provided, generally to prevent as well as resolve problems and to assist 
individuals in functioning as effectively as possible; services include but are not limited to 
social, economic, psychological, and/or emotional support services that are provided to 
clients or individuals (services are generally related to public assistance, social services, 
mental health, substance abuse, aging, special needs, etc.). Human services experience 
involves direct contact with the client or individual.  

*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 Education
Department as a post-secondary, degree-granting institution.
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