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CITY OF EL CAJON
invites applications for the position of: 

Housing Specialist

SALARY: $30.78 - $37.50 Hourly
$5,335.20 - $6,500.00 Monthly
$64,022.40 - $78,000.00 Annually

OPENING DATE: 07/25/19
 
CLOSING DATE: 08/25/19 05:00 PM
 
JOB OVERVIEW:
The Community:
 

As the sixth largest city in San Diego County, El Cajon is recognized as a wonderful location to
live, work and play.  El Cajon boasts a diverse and vibrant community, safe and attractive
neighborhoods, many parks and recreation centers, award-winning schools, libraries, and other
amenities.  El Cajon is a full service City, with first-class police and fire departments. Ultimately,
El Cajon is a shining example of a local government that provides exceptional municipal service
with an innovative mindset. 

The community's vitality is evident in our dynamic business environment. El Cajon is home to
both global and nationally known corporations such as Taylor Guitars, one of the premier guitar
manufacturing companies in the world. The City is also home to a long-time retail mall, Parkway
Plaza, that boasts over 170 stores and entertainment venues, such as an 18-screen Regal
Cinema, Macy's, Best Buy, JCPenney, Dick's Sporting Goods Forever 21, H&M, and more!  El
Cajon is also known for the many car dealerships, with 14 currently within its borders, including
Mercedes-Benz, BMW, and Lexus. Additionally, El Cajon has an energetic downtown, with shops
and restaurants that the entire family can enjoy. El Cajon's location and attributes make it
attractive and accessible to small investors and entrepreneurs, which enhances the City's many
business districts.

El Cajon is seen as a leader among cities. Through the vision of the El Cajon City Council, El
Cajon is able to balance new growth and development while preserving a rich and honored
heritage. The City staff is professional, knowledgeable, and focused on providing exceptional
customer service.  

The Opportunity: 

The City of El Cajon is currently searching for a detail oriented individual, who has a strong
work ethic and passion for housing activities to join our Community Development Department .
The ideal candidate will be a dependable team player who demonstrates confidence, a positive
attitude and professionalism with the ability to undertake a full range of versatile housing
programs and projects.

Please visit our website if you would like to view the full job description: Housing
Specialist 

The Position:  

The Housing Specialist assists in the administration and operation of all the City of El Cajon

https://www.governmentjobs.com/careers/elcajon/classspecs/1293178?keywords=housing%20specialist&pagetype=classSpecifications
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housing activities; acts as local representative between the City and local, state, federal and
community organizations in the provision of housing and community development programs;
and performs related work as required. 

The Recruitment Process:  

The most highly qualified candidates will be invited to participate in the examination process
which includes a Qualifications Appraisal Interview. Successful candidates will be placed on an
eligible list for employment consideration for at least six months. The Qualification Appraisal 
Interviews have been tentatively scheduled for the week of September 23rd, 2019. 
 
 
TYPICAL DUTIES:

Assists in the implementation of housing programs/projects, such as the First Time
Homebuyer (FTHB) Program and the Housing Rehabilitation Loan Program (HRLP),
including eligibility determinations, underwriting, work write-ups, and preparation of
escrow documents,
Assists in the administration of the City's affordable housing loan portfolio, including
monitoring of annual occupancy requirements and income reviews, subordination
requests, pay-off demands, and reconveyances,
Assists in all aspects of the administration of the Community Development Block Grant
(CDBG) and HOME Investment Partnerships (HOME) Programs,
Assists in the preparation of State and Federally mandated housing reports,
Assists in the preparation and administration of annual City budget for housing program
areas, including multiple funds and accounts,
Researches and prepares grant applications, staff reports, analyses, requests for
proposals (RFP's), and other projects and tasks as identified,
Researches changes to Federal and State regulations, makes recommendations, and
assists in the development and revision of program-related policies and procedures,
Responds to inquiries and/or problems over the telephone and in person regarding City
housing programs,
Investigates complaints and recommends corrective action necessary to resolve the
disputes or directs individuals to appropriate sources,
Provides information and referrals to City residents on the availability of housing and
housing assistance programs in the City and local communities,
Maintains awareness of new developments and resources available for housing, and
maintains continued contact with community groups and other agencies for coordination
of services,
Makes field investigations, monitoring and inspections,
Manages program funds to ensure accuracy of City records, Grantor records, and internal
financial reconciliation,
Facilitates the review of City program activities by outside agencies and program auditors,
Aids in the recommendation and development of programs for housing, and prepares and
updates housing reports on the same, and
Performs other related duties as assigned.

 
QUALIFICATION GUIDELINES:
EDUCATION/EXPERIENCE 

Education:  A Bachelor's degree in public administration, business administration, or closely
related field, and

Experience: At least one year of full-time professional housing, social service, or community
development experience. 

License or Certificate: Possession of, or ability to obtain prior to employment, a valid Class C
California Driver's License with a safe driving record. 
 
ADDITIONAL INFORMATION:
Mental Demands 
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While performing the duties of this class, the employee is regularly required to use oral and
written communication skills; read and interpret data, information and documents; analyze and
solve problems; observe and interpret data and situations; use math and mathematical
reasoning; learn and apply new skills or information; perform highly detailed work on multiple
concurrent tasks; work under changing and intensive deadlines with frequent interruptions; and
interact with City officials, media, citizens groups, employees and others encountered in the
course of work. 

WORK ENVIRONMENT 

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this class. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions. 

The employee works under typical office conditions, and the noise level is usually quiet. 

The employee may be required to work overtime to complete assignments.

 

APPLICATIONS MAY BE FILED ONLINE AT:
http://www.cityofelcajon.us

200 Civic Center Way
El Cajon, CA 92020

619-441-1736

hr@cityofelcajon.us

Position #19-24 
HOUSING SPECIALIST 

CP

Housing Specialist Supplemental Questionnaire

 
* 1. In order to better evaluate your background, responses to this supplemental questionnaire

are required in addition to your online application. The information you provide will be used
to determine your eligibility to continue in the selection process. Resumes in lieu of this
questionnaire will not be accepted. All work experience that is described in your response
must also be included in the "Work Experience" section of your online application. In
addition, copies of certifications, coursework and/or degrees must be attached to this
application. I acknowledge receipt of this information.

 Yes     No
 
* 2. Do you possess, or have the ability to obtain prior to employment, a current valid California

Driver's License with a safe driving record?

 Class A
 Class B
 Class C
 No California Driver's License

* 3. Do you possess a high school diploma, GED or high school equivalency certificate?

 Yes     No
 
* 4. Do you possess a bachelor's degree in public or business administration or a closely related

field?

 Yes     No
 
* 5. Describe your experience developing, implementing, and/or administering housing

programs for low-income and/or special needs households.

http://www.cityofelcajon.us/
mailto:hr@cityofelcajon.us
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* 6. Please describe your experience administering and/or assisting with Federal or State grant
programs.

* 7. Please describe your experience assisting with or responsible for lending practices and
preparation of escrow documents.

* 8. Please describe your experience in preparation of project and/or department annual
budgets.

* Required Question


