CITY OF REDWOOD CITY

HOUSING AND ECONOMIC DEVELOPMENT SPECIALIST I
HOUSING AND ECONOMIC DEVELOPMENT SPECIALIST II
DEFINITION

To assist in the design and implementation of housing, economic development or redevelopment programs that will benefit the City; to assist property owners in acquiring loans and grants for financing home improvements; to process housing and commercial loans and grants; to manage specific redevelopment projects; and to do related work as required.
DISTINGUISHING CHARACTERISTICS

Housing and Economic Development Specialist I: This is the entry level class in the Housing and Economic Development Specialist series.  This class is distinguished from the Housing and Economic Development Specialist II and III by the performance of the more routine tasks and duties assigned to positions within the series while gaining knowledge and abilities.  Since this class is typically used as a training class, employees will have only limited or no directly related work experience.
Housing and Economic Development Specialist II: This is the journey level class within the Housing and Economic Development Specialist series.  Employees within this class are distinguished from the Housing and Economic Development Specialist I by the performance of the full range of duties as assigned.  Employees at this level receive only occasional instruction or assistance as new or unusual situations arise and are fully aware of the operating procedures and policies of the work unit.  Positions in this class are flexibly staffed and are normally filled by advancement from the lower class of Specialist I, or, when filled from the outside, require prior housing, economic development, or real estate experience.  Employees in this class are distinguished from the Housing and Economic Development Specialist III by the size and complexity of the projects for which they are responsible.  Housing and Economic Development Specialist IIs will be responsible for implementing residential and commercial loans and grants and will work with the Specialist III on more complex projects and negotiations.
SUPERVISION RECEIVED AND EXERCISED

Housing and Economic Development Specialist I
Receives general supervision from the Housing Coordinator.
May receive general supervision from the Housing and Economic Development Specialist III.

May receive general supervision from the Housing and Redevelopment Director.

May exercise technical or functional supervision over less experienced staff.

Housing and Economic Development Specialist II

Receives general supervision from the Housing Coordinator.
May receive general supervision from the Housing and Economic Development Specialist III.

May receive general supervision from the Housing and Redevelopment Director.

May exercise technical or functional supervision over less experienced staff.

EXAMPLES OF DUTIES – Depending upon assignment, duties may include, but are not limited to, the following:

Process housing and commercial loans and grants from the application stage up to and including final construction completion and loan servicing; originate and close loans; determine property improvement needs; prepare construction specifications; coordinate project bidding, contract management and payment disbursement.
Analyze housing and commercial development proposals and pro formas from profit and non-profit developers; research developer references and financial statements.

Prepare feasibility analysis and planning work related to the formation or amendment of redevelopment project areas and plans.

Conduct work progress inspections; prepare requests for payments to contractors as needed; account for all payments made; facilitate resolution of contract disputes between homeowners and contractors.

Prepare marketing and informational materials; compile and analyze data; maintain file records on all cases served; perform survey; and interpret federal and housing, economic development and redevelopment programs in order to use them in meeting local priorities.

Assist in analyzing new housing and commercial needs and implementing responsive projects, including pro formas, site appraisal, site acquisition; determine methods of financing, soliciting and reviewing development proposals, monitoring community participation, construction and occupancy.

Coordinate community review and feedback for affordable housing projects; prepare reports and make recommendations to public bodies with regard to affordable housing projects; market available affordable housing projects to eligible applicants within the community.

QUALIFICATIONS

Housing and Economic Development Specialist I
Knowledge of:
Principles and practices of real estate and real estate development.
Real estate laws and finances.

Procedures, regulations and practices in housing, economic development and redevelopment, including the areas of financing, land acquisition, construction and rehabilitation.

Federal, state and local regulations dealing with housing, community development, economic development, and redevelopment.

Principles and practices of marketing research and implementation.


Ability to:

Analyze, interpret and apply laws, rules and regulations pertaining to housing and commercial loan and grant administration, economic and redevelopment activities.
Analyze and compile statistical and technical information and prepare reports.

Learn principles of real estate valuations and appraisal techniques.

Learn to prepare and analyze pro formas.

Learn business retention and attraction methods.

Learn principles and techniques of building construction and rehabilitation.

Learn computer systems in relation to work functions.

Learn local building and zoning codes.

Learn Community Development Block Grant application requirements and procedures.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain cooperative working relationships with those contacted in the course of work.

Physical Characteristics:
Must be able to work outside in varying climatic conditions and be in sufficiently good health to perform job duties.

Experience and Training Guidelines:
Any combination of experience and training that would likely provide the required knowledge and abilities are qualifying. A typical way to obtain the knowledge and abilities would be:


Experience:

One year of responsible experience in housing, economic development, redevelopment or a related field is desirable.


Training:

Equivalent to a Bachelor’s degree from an accredited college or university with major coursework in business, finance, planning, and public administration, or a related field.
License or Certificate:
Possession of, or ability to obtain, an appropriate, valid California driver’s license.
Housing and Economic Development Specialist II

In addition to the qualifications for Housing and Economic Development Specialist I:


Knowledge of:

Principles of real estate valuations and appraisal techniques.
Principles and techniques of building construction and rehabilitation.

Local real estate land use, building and zoning codes.

Computer systems in relation to work functions.

Current federal, state and local programs.

Business retention and attraction methods.

Ability to:

Negotiate contracts and agreements.
Perform housing, economic development, or redevelopment work with a minimum of supervision.

Perform targeted business analysis for business retention and attraction studies.

Analyze financial statements.

Prepare and analyze pro formas.

Experience and Training:
Any combination of experience and training that would likely provide the required knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities would be:


Experience:

Two years of progressively responsible housing economic development or redevelopment experience comparable to that of a Housing and Economic Development Specialist I with the City of Redwood City.
Effective Date:  January, 1992
Bargaining Group:  Service Employees’ International Union - Local 715
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