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An Equal Opportunity Employer

EXECUTIVE DIRECTOR JOB DESCRIPTION
(4/2026)

Accountability

Reports to Board of Directors

Classification

Full time or part time

Compensation

Salary: appropriate to qualifications and classification
Benefits: single medical insurance policy (optional), retirement, paid holidays, paid leave (per HHA personnel policy)

Duty Schedule

Full time classification is forty (40) hours per week.  Part time classification is twenty (20) hours per week.  Work schedule is primarily Monday-Friday from 8 a.m.-5 p.m. with an hour for lunch.  Duty schedule may be adjusted to configure with job classification.  The Executive Director is expected to be on-call at all times for emergencies.    

Qualifications

Education: high school diploma required, college degree desired
Experience: no experience in public housing required, at least three years of experience in public housing desired
Professional skills: computer word processing competency required, experience with HUD and MINC systems desired
Personal skills: good communicator and knowledge seeking required
Physical capabilities: must be able to:
· Stand and walk frequently
· Speak clearly

General Description

The Executive Director (ED) is the chief administrative officer of the public housing authority (PHA).  The ED is solely responsible and accountable for the efficient and economical operation of the Halstead Housing Authority Public and Senior Citizen Housing Authority in accordance with the terms and conditions of the HUD Annual Contribution Contracts.  The ED directs and provides oversight of all operations, finances and federal, state and local programs affecting the PHA and maintains compliance with all regulations.  
Specific duties and responsibilities

Administration
· Prepare and implement budgets, solicit grants and oversee expenditures
· Maintain adequate records, including:
· Financial
· Tenant applications, inquiries/grievances, lease agreements and verification for eligibility.
· Personnel 
· HUD policies
· FmHA policies
· Board minutes/resolutions
· Submit proper reports to HUD, FmHA, the Housing Commission and HHA Board of Directors
· Oversee all aspects of the Affirmative Action Plan
· Oversee property maintenance
· Generate and implement administrative policies and systems
· Hire, promote, discipline and dismiss HHA personnel
· Facilitate professional development and provide appropriate new information to staff and Board
· Enforce HHA policies and procedures
· Conduct him/herself and HHA business in a professional manner
Tenant
· Assist and support tenant organizations
· Create and implement a system for soliciting tenant input
· Oversee all aspects of tenant occupancy
Board of Directors
· Advise and consult with HHA Board of Directors
· Carry out HHA Board of Directors directives
· Act as liaison to the City of Halstead
· Implement a public relations program and serve as the public face of the Halstead Housing        Authority
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