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Compliance Coordinator 
Murphysboro, IL (http://maps.google.com/maps?q=300+North+7th+Street+Murphysboro+IL+62966) •
Compliance

Job Type

Full-time

Description

Position Overview

The Jackson County Housing Authority provides decent and safe rental housing for eligible low-income

families, the elderly, and persons with disabilities and related programs. The public housing available

comes in all sizes and types, from scattered single-family houses to high-rise apartments. The Housing

Choice Voucher program works with private landlords and eligible low-income individuals and families to

provide housing opportunities. The Housing Authority strives to work with its residents to instill pride and

provide social services assistance to improve their quality of life.  

The Housing Authority currently seeks a Compliance Coordinator to join the team. This position is full-time

with working hours 8:00 a.m. - 5:00 p.m., Monday-Friday. The Housing Authority offers a competitive and

generous benefits package that includes employer-provided health/dental/vision and LTD/STD/Life

insurance, 15 paid holidays, PTO, and a large retirement contribution.

The Compliance Coordinator work closely with the tenants and Housing Choice Voucher recipients to

ensure their information is accurate through regular review of their files and various databases. The

Compliance Coordinator is responsible for knowing local, state and federal laws and regulations relevant to

the market and affordable multifamily housing, including Low Income Housing, Section 8 Housing Choice

Voucher, HOME, Rental Assistance Demonstration (RAD) and other programs as well as Fair Housing and

Affirmative Fair Housing Marketing laws, as required to evaluate projects and provide assistance to ensure

properties are compliant.

Major Duties and Responsibilities
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1. Reviews and approves all tenant and HCV recipient files for accuracy and compliance with gross rent,

utility allowances, income limitations, and all other regulatory requirements, partnership agreements, and

applicable program requirements.

2. Assist with the waitlist, facilitate lease-up activities, request and review initial verification documents of

applicants, when required.

3. Follows the leasing process to achieve occupancy goals.

4. Regularly review the Earned Income Verification and New Hire reports for assigned caseload.

5. Regularly run and review the child aging report for assigned caseload.

6. Ensures that the tenant selection process abides by guidelines and regulations governing all units.

7. Update records in the resident file as required at the time of recertification.

8. Identifies trends in non-compliance and recommends corrective action through changes in policies,

procedures, and training.

9. Plans and conducts on-site reviews/interviews for resident files.

10. Verifies compliance with rules and regulations of various funding sources, Fair Housing standards, and

JCHA policies.

11. Collects, summarizes, and distributes income limits and maximum rent limits.

12. Conducts unit inspections in the absence of the Inspector.

13. Covers office hours for Property Managers when required.

14. Prepare and send out mailings as requested or required.

15. Monitors, tracks, and manages Housing Choice Voucher recipients relocations within Jackson County

and relocations out of the county.

16. Notifies Compliance Supervisor in a timely manner of any problems and recommends appropriate

actions.

17. Coordinates activities with all other departments in a collaborative team environment.

18. Coordinates / participates in working groups and committees when requested.

19. Assist with and cover front desk duties when necessary. Greets callers and visitors by phone or in

person, takes messages, responds to inquiries, problems, and/or complaints by clients, referring to the

appropriate staff members as required. Makes photocopies for applicants and clients and may assist them

in completing basic forms.

20. Other duties that may be assigned.

Requirements

Knowledge, Skill, and Abilities

Passion for working with low-income residents and sincere interest and desire to assist residents

Ability to motivate and promote a positive atmosphere and respond to residents

Knowledge and compliance with Fair Housing and Illinois State Landlord/Tenant Laws and the U.S.

Department of Housing and Urban Development

Proficient computer skills in word processing, spreadsheet applications, and presentation skills

Supportive team member, contribute to and be an example of teamwork and team concept

Knowledge of Low Income Public Housing, Housing Choice Voucher, and Rental Assistance

Demonstration regulations

Knowledge of Microsoft Office Suite with demonstrable proficiency in Excel and real estate financial

management systems.
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Strong record-keeping, report preparation, filing methods, and records management techniques

Work independently on a variety of tasks

Maintain reliable and predictable attendance

Ability to use tact, discretion, initiative, and independent judgment within established guidelines

Ability to apply logical thinking to solve problems or accomplish tasks to understand communicate

complicated policies and procedures

Establishing and maintaining cooperative relationships with all those contacted in work

Ability to communicate with and relate to persons of diverse backgrounds and abilities; and be able

to establish and maintain effective working relationships with participants, landlords and other

employees. 

Working Conditions/Physical Requirement (with or without reasonable accommodation)

There are a number of deadlines associated with this position, which may cause stress

Moves intermittently during working hours and is subject to frequent interruption

Must function independently and in a team setting; have flexibility, personal integrity, and the ability

to work effectively with residents, applicants, and HCV recipients, support agencies, and move

intermittently throughout the workday

Involvement with residents, personnel, visitors, government agencies/personnel, etc., under all

circumstances

Continued growth and expand knowledge while following all facility policies and procedures

Contribute to effective communication and pleasant working conditions, respect and take care of the

facility, and not wasteful of supplies

Supportive team members, contribute to and be an example of teamwork and team concept.

Education/Specific Requirements

Graduation from high school required; college degree preferred; 

Two (2) years progressively responsible related experience in case management, customer service, or

property management capacity, preferred;

Must obtain required certifications within one (1) year of hire.

Hiring Requirements

1. Hold a valid Illinois driver’s license with an insurable driving record.

2. Ability to pass a federal, state, and local background check.

3. Ability to pass a drug screening upon hire and throughout employment.

Work Details

Starting $14.50 per hour with a pay Increase after required training and certifications are completed

Apply

You may apply online or employment applications may also be picked up from and submitted to the

Administrative Office located at 300 North 7th Street, Murphysboro, IL 62966.
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The Jackson County Housing Authority reserves the right to consider applications and resumes upon

receipt and make employment decisions accordingly. The Jackson County Housing Authority is an equal

opportunity employer.

  View All Jobs (/Recruiting/Jobs/All/436c5d2f-7e9b-4aee-8824-f604f27e26a1)

Powered by  
Privacy Policy (https://www.paylocity.com/privacy/)

Apply (/Recruiting/Jobs/Apply/995471)

https://recruiting.paylocity.com/Recruiting/Jobs/All/436c5d2f-7e9b-4aee-8824-f604f27e26a1
https://www.paylocity.com/privacy/
https://recruiting.paylocity.com/Recruiting/Jobs/Apply/995471

