Job Description
Housing Coordinator 
Job Title: Housing Coordinator  
Job Classification: Grade 3
FSLA Classification: Regular Part-Time Non-Exempt 
Supervisor: Town Administrator 
Supervisory Responsibilities: None 
Duties: 
· Program Development Responsible for developing and managing an affordable housing lottery and qualification system to place residents into affordable housing managed by the Town of Silverton.  
· Project Management Responsible for the oversight and progress of affordable housing planning and development including design and review, coordinating builders and financers, and property acquisition. 
· Resource Coordination Coordinate and provide resources for community and business on affordable housing programs. 
· Property Management Assist with annexation of Anvil Mountain Subdivision and manage the 12 apartments currently in the subdivision. 
· Grant Writing/Management Apply for gap funding, Brownfield, and other funding needed to build and implement affordable housing programs. 
Minimum Qualifications:
· College Degree, 2 years experience in related field, and/or Real Estate License.
· Computer skills and abilities, including data input and output, word processing, and spreadsheet work. 
· Organizational skills and ability to effectively communicate in-person and virtual.
· Ability to work efficiently, effectively, and responsibly with elected/ appointed officials, employees, and the general public.
· Ability to access, transport, file, and retrieve Town records and documents as filed in the Town’s vault, filing cabinets, storage facilities, and computers. 
Compensation: 
Hours per week: 20 hours/week
Hourly rate: $28-30/hr depending on experience. 
