
 

 
Housing Specialist III #01416 
City of Virginia Beach – Job Description 
Date of Last Revision: 04-13-2020 

FLSA Status:  Non-Exempt Pay Plan:  General Grade:  22 
 
City of Virginia Beach Organizational Mission & Values 
The City of Virginia Beach exists to enhance the economic, educational, social and physical quality of the 
community and provide sustainable municipal services which are valued by its citizens. The City of 
Virginia Beach organization is based upon a belief in the democratic process of government. This belief 
provides meaningful ways for citizens, reflecting the diversity of our City, to contribute to the development 
of public policy. This process is enhanced by organizational values which guide member performance 
within the Virginia Beach Quality Service System. These Values define our desired organizational culture.  
We value quality customer service; teamwork; leadership and learning; integrity; commitment; and 
inclusion and diversity. 
 
Class Summary 
Perform professional duties in support of federal and state housing program management for Rental 
Housing and/or Housing Development; handle complex assignments independently and is consulted as a 
technical advisor due to technical and specialized knowledge while maintaining comparable cases and 
duties within the Division; manage and direct any client housing issue or concern based on program 
knowledge and participates on task forces, city, and department teams to achieve department objectives. 
 
Representative Work Functions and Responsibilities 
Coordinate with state and federal housing officials to ensure that policies and regulations are interpreted 
and implemented properly. 
 
Advise Housing Specialist I’s and II’s with difficult cases. 

 
Effectively solicit resources and funding assistance and develop contracts, agreements, relationships, 
events or other activities. 

 
Assist and/or prepare and/or analyze reports that provide information to staff, management, and citizens 
regarding activities of the department so as to inform, provide accountability, and enable learning and 
improvement. 

 
Participates in gap analysis work groups to strategize to achieve the department’s desired outcomes. 
 
Communicate effectively with stakeholders on desired outcomes. 

 
Write or assist in data collection for proposals, grant applications, financing packages or items that 
develop resources. 
 
Lead and participate in teams; and assist in coordinating work performed in the unit and department. 

 
Adhere to Completed Staff Work Guidelines. 
 
Drive a city vehicle to transport participant(s) in meeting housing stabilization goals (Only for Outreach 
and Engagement Team and Prevention and Diverson Team) 
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Housing Development: 
When necessary, eradicate barriers which would impede financial assistance; ensure compliance with the 
Real Estate Procedures Act (RESPA) and application CFR regulations and other relevant regulations; 
request loan commitments from the Division head; and ensure the closing attorney performs a title search 
and obtains title insurance on all loans. 
 
Prepare monthly and annual reports and monitors status to advise Housing Administrator/Housing 
Program Coordinator on specific issues. 
 
Manage financial problem cases to determine appropriate actions. 
 
Receive and investigate complaints to advise appropriate action to the Housing Administrator/Housing 
Program Coordinator. 
 
Serve as alternate Hearing Officer on terminated cases requesting informal hearings. 
 
Effectively handle complex cases using knowledge of housing finance, counseling skills, and program 
knowledge and apply expertise to housing programs. 
 
Accurately prepare and record legal documents to secure city’s investment in property. 
 
Coordinate with contractors and construction specialists to provide efficient customer service. 
 
Rental Housing: 
Provide information and housing counseling to citizens to enable them to pursue available housing 
resources; assist citizens with obtaining Section 8 Rental Assistance, or homeownership assistance; and 
instruct clients on skills necessary to obtain or maintain housing opportunities. 
 
Create, develop, maintain, or expand partnerships with individuals, organizations, other government or 
community agencies or resources to help with the creation and maintenance of housing opportunities.  
 
Perform other job duties requiring skills, knowledge and physical requirements as demanded by those 
duties described or less. Individual assignments will be determined by the supervisor based on then 
current workloads and department needs. 

 
Performance Standards 
Facilitate the creation and maintenance of a continuum of housing opportunities for citizens of low and 
moderate incomes providing opportunities to escape from homelessness, improve housing, obtain 
affordable rental housing, and attain home ownership; is accountable for resources, time and 
performance; listen to citizens actively in order to resolve issues and problems; effectively handle 
complex cases which require considerable knowledge of housing finance, counseling skills, and program 
knowledge and applies expertise to all program needs; effectively employ case management techniques 
to accurately specify and document actions and follow-up; accurately apply state and local regulations 
governing housing programs; accurately apply all state and federal requirements regulating 
environmental reviews; effectively process loan applications and accurately prepare loan commitments; 
effectively communicate both orally and in writing with staff, citizens, and other officials. 
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Minimum Qualifications 
Requires any combination of education (above the high school level) and/or experience equivalent to 
eight (8) years in fields utilizing the required knowledge, skills, and abilities and associated with such 
positions as real estate agent, financial counselor, housing specialist, or loan processor. 
 
Successful completion of the Virginia Association of Housing Counselors (VAHC) Certified 
Comprehensive Housing Counselor and/or successful completion of training courses and obtaining 
certification in NanMcKay Section 8 Eligibility, Section 8 Occupancy and Section 8 Rent Calculation, or 
certified HUD HOME Specialist.  
 
Must have a current and valid driver’s license for positions in the Outreach and Engagement Team and 
Prevention and Diverson Team.  
 
Special Requirements 
All employees may be expected to work hours in excess of their normally scheduled hours in response to 
short-term department needs and/or City-wide emergencies. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1. Knowledge of principles and practices of housing finance. 
2. Knowledge of practices and techniques of housing interviewing and client counseling. 
3. Knowledge of practices and techniques of compliance and monitoring.  
4. Knowledge of federal, state, and local regulations governing Housing Programs and 

procedures used to implement programs.  
5. Knowledge of investigative procedures for fraud, compliance, and monitoring.  
6. Knowledge of principles and methods associated with effective management and 

supervision. 
B. Skills 

1. Skill in mathematical computations to maintain statistical data and prepare technical reports, 
and to accurately calculate loans, liens, and payoff amounts. 

2. Skill in interpretation of policies and procedures as related to housing programs. 
3. Skill in independent decision making.  
4. Skill in concise and effective communication (both oral and written). 
5. Skill in writing reports and correspondence.  
6. Skill in interviewing and counseling.   
7. Skill in performing duties and responsibilities with an understanding of department-wide 

operations and implications. 
C. Abilities 

1. Ability to make decisions under pressure in a short time frame. 
2. Ability to analyze, review and develop sound recommendations relative to the results of 

investigations and reports. 
3. Ability to read and interpret legal documents such as bankruptcy notices, notes/deeds of 

trust, judgments, credit reports, etc. 
4. Ability to establish and maintain effective working relationships with staff, clients, vendors, 

and all levels of government officials and community representatives. 
5. Ability to apply knowledge and expertise across division lines.  
6. Ability to effectively advise and provide technical assistance to HS I/II and other staff. 
7. Ability to transport clients (Only for Outreach and Engagement Team and Prevention and 

Diverson Team). 
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Working Conditions 
The below stated working conditions are intended to provide a general overview of the environmental 
conditions inherent in the job setting, as well as the physical, mental, and sensory requirements 
necessary to perform the essential functions of positions in the noted job title.  A more detailed 
description will be made available at the position (PCN) level. 
 
NOTE: Per HR Policy 6.19, Americans with Disabilities, the City follows the requirements of the 
Americans with Disabilities Act (ADA) in all hiring and employment decisions.  The City shall not 
discriminate on the basis of disability in its hiring and employment practices.  The City shall make 
reasonable accommodations for the known physical or mental limitations of a qualified applicant or 
employee with a disability upon request unless the accommodation would cause an undue hardship on 
the operation of the City’s business. 
 
Physical Requirements: Physical refers to the requirement for physical exertion and coordination of limb 
and body movement. 
Requires sedentary work that involves walking or standing some of the time and involves exerting up to 
10 pounds of force on a regular and recurring basis and routine keyboard operations. 
 
Mental Requirements: Mental refers to the degree that the job involves cognitive activities, and use of 
mental processes 
May perform professional level work requiring the application of principles and practices of a wide range 
of administrative, technical, or managerial methods in the solution of administrative or technical problems; 
may apply general understanding of operating policies and procedures to solve complex administrative 
problems; may require continuous, close attention for accurate results or frequent exposure to unusual 
pressure.  
 
Environmental Conditions: Environmental refers to job conditions inherent to the job setting, including 
those that may lead to injury or health hazards even though precautions have been taken. 
This job involves a risk of limited to no exposure to any environmental hazards. 
 
Sensory Requirements: Sensory refers to hearing, sight, touch, taste, and smell required by the job. 
The job requires normal visual acuity, and field of vision, hearing and speaking. 
 

 


