Louisville Affordable Housing Trust Fund
JOB DESCRIPTION

Position:		Program Compliance Manager
Reports to:		LAHTF Executive Director
Classification:		Management, Full-time
FLSA Statue:		Exempt

Job Summary

The Program Compliance Manager bears the primary responsibility of compliance for all LAHTF Programs.  In addition this includes the facilitation/training on policies and procedures regarding the Trust Fund Loans, Grants, and services, as well as the provision of technical assistance and guidance to developers/borrowers.  

Examples Of The Work   (These statements are intended to be illustrations of the work.)

Oversees and participates in the administration of loans, grant projects and assures compliance with the LAHTF program guidelines.

Provides policy input into program operations. Coordinates the development of program policies. Prepares project reports and other special reports as required by various programs. 

Confers with nonprofit and for profit organizations, financial institutions and residential groups to identify neighborhood revitalization goals and objectives for meeting community needs and identifying funding opportunities for the LAHTF.

Reviews and initially underwrites project pro forma/applications and makes funding recommendations to the LAHTF Program Committee.

Conducts on- site visits for funded projects to ensure compliance with draw requests and completion timelines.

Represents the LAHTF by attending and participating in public meetings, revitalization efforts or new initiatives relating to affordable housing development projects and programs

Education and/or Experience 

· [bookmark: _GoBack]Bachelor’s Degree in business administration, accounting, finance, real estate, business management, urban planning, community development or related field is highly preferred. A minimum of five (5) years’ experience can be substituted.
· Knowledge of federal, state and local regulations regarding housing finance programs and tools.
· Must understand neighborhood revitalization and development and have the ability to communicate with and build consensus among a diverse group of people and organizations some of who may have different interests. 
· Must be highly organized and possess good written and verbal communication skills. 
· Must have good analytical skills, highly motivated, a self starter, and exhibit good leadership.
· Must be available evenings and weekends for programs and agency-related activities.
· Valid driver’s license.

The intent of this job description is to provide a representation of the major duties and responsibilities of this position. This staff member will from time to time be requested to perform job-related tasks other than those in this job description to meet the goals and objectives of the LAHTF.
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