CITY OF ASHEVILLE PLANNING DEPARTMENT

COMMUNITY DEVELOPMENT DIVISION

Position: Continuum of Care (CoC) Administrator (Temporary Part-Time Position)
Reports to: Amy Sawyer, Homeless Initiative Coordinator. 
Responsibilities:  The Asheville-Buncombe Continuum of Care is awarded approximately $1 million each year from the Department of Housing and Urban Development for homeless programs. The City of Asheville coordinates grant writing, monitoring, and reporting for the grant.  The CoC Administrator will assist the Homeless Initiative Coordinator through outreach and regular contact with community agencies in order to ensure grant compliance and in reporting grant activities to the Department of Housing and Urban Development.
Key Activities: The CoC Administrator will assist the Homeless Initiative Coordinator by using reporting tools, letters, in-person meetings, phone calls, and trainings, and on-line data entry systems to:
· Collect, document, and write regular reports from CoC Funded agencies, 

· Review Homeless Management Information System (HMIS) monthly reports for all agencies,

· Provide technical assistance to agencies that need HMIS or other reporting help,

· Assist with data collection and reporting for the Point in Time Count, Housing Inventory, and Annual Homeless Assessment Report

Collaborates with: 
· The Department of Housing and Urban Development.

· Homeless Initiative coordinator and volunteers/work-study students,

· Agencies providing services to people who are homeless or at risk of homelessness, 

· Homeless/Housing programs funded through the CoC grant,

Qualifications:
· Experience with issues of homelessness

· Attention to detail

· Willingness to work in a team atmosphere

· Excellent time-management skills

· Ability to communicate with many different people

· Experience with federal grants

· Experience with providing accurate documentation 

· Ability to travel to agencies within Asheville and Buncombe County
Hours and Work Schedule: 20-25 hours per week, during standard daytime working hours. Specific schedule will be determined with the Homeless Initiative Coordinator. 

Duration: March 1 through August 31, 2012. 
Compensation: $18.47 per hour for up to 25 hours/week. 

SUBMIT COVER LETTER & RESUME BY FRIDAY 2/24/2012 TO: cdapplications@ashevillenc.gov ( Put “CoC Admin Position” in the subject line)
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