
ELK COUNTY  
HOUSING AUTHORITY 

EXECUTIVE DIRECTOR 
VACANCY 

 
VACANCY: Job Title:  Executive Director 

 Annual Salary Range:  $55,000 to $75,000 

                                          35 hours/week 

 Location:  Elk County Housing Authority Administrative Building 

                  424 Water Street 

                 Johnsonburg, Pennsylvania  15845 

                  814-965-2532 

 Type Employment:  Full-Time, Employment Contract 

 
DUTIES: See Attached Position Description 
 

 
ELIGIBILITY:  
     
1.  MINIMUM EXPERIENCE AND TRAINING: Three years of professional administrative 
supervisory experience in a housing authority or other publicly or privately owned 
government subsidized housing and a bachelor’s degree;    
  
or   
  
Four years of professional administrative experience in residential property management, 
which included two years of supervisory experience, and a bachelor’s degree;   
  
or  
  
An equivalent combination of experience and training which included three years of 
professional administrative supervisory experience in subsidized housing or four years of 
professional administrative experience in residential property management, which included 
two years of supervisory experience.   
    
2.      Be a resident of Pennsylvania. 

 
HOW TO APPLY:   Cover letter and resume must be received or postmarked no later than 

January 8, 2021 to be accepted.  Send completed application materials to: 
 
   Elk County Housing Authority 
   Attn:  Jodi Foster 
   234 Pearl Road 
   St. Marys, PA 15857    
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Executive Director 

 Definition: Serves as employee responsible for planning, coordinating and directing program and 
staff activities including, but not limited to, maintenance, tenant selection, occupancy, management 
and tenant relations, Section 8 Rental Assistance, social services and administrative services.  
Employee will supervise a professional and support staff in the day-to-day administration of a 
Housing Authority.  Employee acts for the Board of Commissioners on all management decisions, 
problems, recommending improvements to methods, procedures, analyzes records and reports to 
determine effectiveness of operations.   

The proposed tasks, duties and responsibilities of this position consist of the following:  
Facilitate, plan, coordinate and direct programs and staff, supervision of day to day operations 
including the supervision of all staff.  Supervision of the planning, organizing and coordinating all 
aspects of Housing Authority programming, including tenant selection, occupancy and 
administration.  Advisement to the Board of Commissioners on all management and operations 
issues.  Reporting of program effectiveness.  Development, implementation and supervision of 
policies, procedures and regulations.  This employee will also be required to attend relevant 
trainings, conferences and seminars representing the Authority. 
 

The employee in this job is responsible for the planning, policy development and oversight of 
housing management operations.  Work performed at this level has broad operational and 
administrative impact upon housing management functions such as evictions, rent collections, rent 
rolls, petty cash, transfers, rent calculations, charge-offs and applications for housing assistance.  
This employee will develop or modify established policies and procedures involving residential real 
estate management including admissions, occupancy and relocation; ensure goals and objectives are 
being met in accordance with Federal, state and local regulations; identify areas for improvement; 
and provide recommendations to the Board of Commissioners to attain goals and objectives.  
Supervision is exercised over a diverse professional and support staff.  Work is performed 
independently, subject to review by Board of Commissioners. 
  

Work involves use of a computer, software programs, typewriter, postage machine, copier, tape 
recorder, telecommunication devices for deaf persons (TDD’s).   
 
Work is performed independently subject to review by the Board of Commissioners.  Many duties 
are regular duties that are ongoing responsibilities with the addition of special projects or processes 
as applicable.  Much of the duties involve direct supervision of all agency personnel to ensure 
agency policies and procedures are properly implemented and performance standards are met or 
exceeded.  Monitor work assignments to ensure they are completed correctly and within the 
designated time frames.  Perform a full range of supervisory duties for staff including performance 
reviews, assignment of duties, addressing performance issues, providing direction and counseling, 
as needed recommending training courses, and conducting accurate and completion of timely 
performance evaluations as required.  Collaborate with other departments to ensure that work is 
completed in an efficient and timely manner along with proposing and implementing new processes 
when applicable.   
The employee in this job is responsible for correspondence and compliance with all Department of 
Housing and Urban Development regulations and requirements along with reporting all applicable 
HUD correspondence to the Board of Commissioners. 
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Examples of Work: Types letters, reports, contracts, transactions, transmittals, vouchers, itinerary, 
and agenda on a typewriter console from handwritten draft, dictated sources, or original source 
documents into draft or final form. 

Reads correspondence in order to become familiarized with contents and determines what procedures 
to pursue in providing the correct information which is in accordance with any applicable 
administrative and legal constraints; types responding correspondence in appropriate format; and 
proofreads response for grammatical format and substance prior to mailing. 

Proofreads varying types of materials to insure that information is grammatically correct, complete, 
consistent, and adheres to agency rules and regulations. 

Functions as a lead worker by distributing and interpreting work assignments, providing assistance, 
conducting on-the-job training, and reviewing the work of the other employees for adherence to 
processing standards. 

Direct supervision and review of other employee work along with completion of employee 
performance reviews, disciplinary action, the hiring process and any other ongoing employee issues 
or processes.  

Answers written inquiries relating to the status of certain aspects of an organization's functions. 

Performs related work as required. 

Required Knowledges, Skills, and Abilities: Knowledge of English grammar, spelling, and 
punctuation at a level equivalent to that used in writing or adjusting written materials normally 
consisting of simple sentence structures, one and two syllable words, and punctuation marks for 
word, number, and sentence separation. 

Knowledge of standard office procedures, practices, conduct, and actions necessary in maintaining 
harmonious working relationships. 

Knowledge of the types, organization, and use of standard office files, logs, forms, and letter formats. 

*Knowledge of intermediate arithmetic which involves calculations similar to adding and subtracting 
common fractions, and multiplying and dividing by two or more digits, whole numbers, or decimal 
multipliers and divisors. 

Knowledge of the principles and methods of administration and supervision, budgeting accounting, 
personnel and procurement. 

Ability to learn federal and state regulations related to housing including, but not limited to, grant 
programs, community development, and state, local and federal legislation and regulations affecting 
the operations of the Authority and the housing industry. 

Ability to understand and follow oral and written instructions which explain multifaceted procedures. 
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Ability to perform within processing procedures which involve an understanding of multiple aspects 
and application of varied standards. 

Ability to proofread information for conformance with a prescribed pattern or form, to assure the 
adherence to clerical office methods, or for compliance with specific administrative or procedural 
rules. 

Ability to transfer information and present it in a modified form according to rules and procedures. 

Ability to collect and organize material for reports by determining what available information should 
be included and presenting the information in a prescribed, organized format. 

Ability to compose straightforward informational correspondence such as transmittals or 
acknowledgements in reply to requests or questions on the work process or related information. 

Ability to perform basic arithmetic calculations such as the adding and subtracting of whole numbers 
and decimals; and multiplying and dividing by one digit whole number or decimal multipliers and 
divisors. 

A history of employee supervision and delegation of work.  Ability to instruct and advise employees 
on the methods and procedures used in the work area. 

Ability to organize work and develop effective work methods in an area which involves variable 
phases of different techniques and procedures. 

Ability to make duty oriented decisions on the basis of well defined standards and precedents. 

*Special selection criteria based upon the nature of the position.  

MINIMUM EXPERIENCE AND TRAINING: Three years of professional administrative 
supervisory experience in a housing authority or other publicly or privately owned government 
subsidized housing and a bachelor’s degree;    
  
or   
  
Four years of professional administrative experience in residential property management, which 
included two years of supervisory experience, and a bachelor’s degree;   
  
or  
  
An equivalent combination of experience and training which included three years of professional 
administrative supervisory experience in subsidized housing or four years of professional 
administrative experience in residential property management, which included two years of 
supervisory experience.   


