
 

 

OPEN RECRUITMENT 
Job Announcement 

June 17, 2021 
 
 
 

Position Title: Project Based Voucher (PBV) Coordinator/Specialist 
Department: Assisted Housing 
   

 

SUMMARY: 
Responsible for performing technical and administrative activities related to the management of the Housing Choice Voucher - Program 
Project-Based Voucher (PBV) program.  The employee may perform some or all of the duties listed below: 
 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 
The below statements are intended to describe the general nature and scope of work being performed by this position. This is not a complete listing 
of all responsibilities, duties and/or skills required.  Other duties may be assigned.  
 

 Performs Admissions and Continuing Occupancy duties.  

 Manages and monitors PBV Wait Lists - both site based and central based wait lists. Uploads and sorts waitlist as needed for 
accuracy review. Makes corrections as needed.  

 Creates and maintains reports to ensure accuracy of referrals.  

 Assists applicants and properties with pre-application process.  

 Receives referrals and completes intake data entry in Elite.  

 Schedules and conducts appointments for the interview process. 
o Determines applicant’s eligibility for program assistance. 
o Collects all critical documentation for eligibility determination.  
o Conducts background checks for all adults. 
o Conducts past and existing housing subsidy status checks.  
o Performs calculations to determine income eligibility.  

 Transfers and briefs eligible families. Drafts and issues correspondence to all denied applicants. 
o Completes Interim changes and Annual re-certifications for PBV participants 

 Issues tenant-based vouchers to families requesting to move or who require a smaller or larger unit. 

 Provides technical and professional assistance in resolving conflicts that transpire between applicants and managers including lease 
violations and resident complaints. 

 Initiates Termination of Assistance of families for non-compliance, or non-performance, or other grounds. 

 Maintains participant files and documents historical record for each participant file. 

 Completes and documents approved rent increases.  

 Attends meetings related to PBV. Notes and files information provided in the meetings. 

 Reviews letters and forms to ensure conformance to current HUD regulations and FWHS policy.  Revises and updates accordingly 
for supervisory approval. 

 Reviews HAP contracts to ensure proper management of units. Maintains files to store PBV contracts, waitlist, and reports related to 
the property.  

 Responds to requests for information from applicants, non-profit agencies, and general public regarding applicant process and/or 
files. 

 Develops and implements applicant outreach plans, as needed, for approval by Vice- President of Assistant Housing. 

 Performs quality control on completed files to determine if they include the proper documentation and FWHS, HOTMA, and HUD 
policies and procedures have been pursued. 

 Communicates program occupancy status, quality control results, information regarding program policy and/or procedural changes 
and major issues, concerns or problems to Vice -President of Assisted Housing. 

 Drafts and implements PBV operational procedures for supervisory approval. 

 Provides PBV training on policies and procedures to property management and staff.  

 Interacts with other Departmental supervisors to address PBV programs needs to ensure completion of files for 100% occupancy. 

 Has a working knowledge of all Assisted Housing programs in order to assist staff with overall agency needs.  

 Performs other duties as assigned. 
 



 

 

 
 
 
 
 
 
 
 
 
 
QUALIFICATIONS: 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are 
representative of the knowledge, skill, and /or ability required. Reasonable accommodations may be made to enable individuals with disabilities to 

perform the essential functions.  
 

EDUCATION AND/OR EXPERIENCE: 

Bachelors’ degree in Human Services, Social Sciences, or related field from an accredited college or university.  Two (2) years of progressively responsible 
experience in the area of low-income housing or leased housing, or an equivalent combination of experience and education. 
 
Knowledge of federal, state, and local laws, rules, and regulations pertaining to low-income housing and Authority policies and procedures on such 

housing. 
 
Some knowledge of principles, practices and techniques of budgeting and data processing. 

 
Employee must possess a valid Texas driver’s license or acquire one within the first 30 days of employment and be eligible for coverage under 
FWHS’s fleet auto insurance. 

 
BEHAVIORAL COMPETENCIES: 
This position requires the incumbent to exhibit the following behavioral competencies: 
 

Commitment: Sets high standards of performance; pursues aggressive goals and works hard/smart to achieve them; strives for results and success; 
conveys a sense of urgency, and brings issues to closure; and persists despite of obstacles or opposition.  
 

Customer Service:  Meets/exceeds the expectations and requirements of internal and external customers; identifies, understands, monitors, and 
measures the needs of internal and external customers; responds to the needs of internal and external customers; communicates and exhibits a 
professional demeanor with customers in mind; and recognizes working colleagues as customers; solicits and applies customer feedback (internal 
and external). 

. 
Effective Communication:  Ensures important information is passed to those who need to know; conveys necessary information clearly and 
effectively orally or in writing; demonstrates attention to, and conveys understanding of, the comments and questions of others; and listens 

effectively.  Speaks clearly and persuasively in positive or negative situations; listens and gets clarification; negotiates contract terms; and responds 
well to questions. 
 

Written Communication:  Writes clearly and informatively creating work that is generally error free; edits work for spelling and grammar; varies writing 
style to meet needs; presents numerical data effectively; able to read and interpret complex written information. 
 

Responsiveness and Accountability:  Demonstrates a high level of conscientiousness; holds oneself personally responsible for one’s own work; does 

one’s fair share of work; and complies with applicable job-related local, state, and federal regulations and FWHS policies and procedures.   
 

Teamwork and Collaboration:  Establishes and maintains cooperative working relationships and effective communication with FWHS employees, 

Board members, and residents; collaborates with peers and staff; meets professional obligations through efficient work habits such as: meeting 
deadlines and honoring schedules; and is cooperative in accepting assignments.  
 

Professionalism: Approach others in a tactful manner; react well under pressure; treat others with respect and consideration regardless of the ir 

status or position; accept responsibility for one’s own actions. 
 
TECHNICAL SKILLS: 

To perform this job successfully, an individual should have above average abilities using computer software such as MS Word, Excel and Outlook, 
and capable of using internet resources for research and developing reports. Ability to learn other computer software programs as required by 
assigned tasks. Microsoft Office skills test to be administered.  
 



 

 

 
 

 
 
 
 

 
 
 

 
 
 

Maintain confidentiality.  Organize work effectively and maintain accurate and systematic systems, including computerized systems.  Comprehend 
and interpret complex rules, regulations and laws.  Establish and maintain effective working relationships with others.  Communicate complex ideas 
clearly and effectively both orally and in writing and speak effectively before groups. Operate standard office equipment.   
 

PHYSICAL DEMANDS: 
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential function of 
this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  
 

While performing the duties of this job, the employee is regularly required to sit, stand, and walk.  While the work is primarily sedentary, excessive 
walking, standing, bending, and carrying of items such as books, binders, files, boxes of paper, supplies, and documents is r equired.  The employee 

must regularly lift and/or move up to 25 pounds. The noise level in the work environment is usually quiet. 
 
 


