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Maryland Department of Housing and Community Development

Administrative Officer I (C08017)

This is a contract position with no benefits.

Salary Range: $34,113-$43,917 

The Maryland Department of Housing and Community Development (DHCD) is a national leader in the financing and development of affordable housing and community development lending.  DHCD is seeking applicants for the position of Personnel Specialist in the Office of Human Resources. 

The Administrative Officer will be responsible for providing executive support to the Director of Human Reseoruces and the Director of Fair Practices. This position will also provide support to the Recruitment Manager in the areas of recruitment and examination and special assignments such as salary studies and research on national best practices in the area of recruitment and retention. In addition, this position will assist with payroll, timekeeping, and leave keeping as well as maintaining the personnel files and databases.
DHCD offers a flexible work schedule, advancement and career path opportunities, casual business dress on Fridays and training opportunities to stay current in one’s field. There is ample free parking, a cafeteria in the building, and DHCD is located in close proximity to the historic capital of Annapolis.

PLEASE NOTE: In order to apply for this position, applicants must meet both the minimum and selective qualifications. Therefore, it is essential that you provide complete and accurate information on your application.

Minimum Qualifications:
Education:
Possession of a bachelor's degree from an accredited four-year college or university.


Experience:
One year experience in administrative staff or professional work.

Notes:     1.
Additional experience in administrative staff or professional work may be substituted on 



a year-for-year basis for the required education.

                     2.
Additional graduate level education at an accredited college or university may be 




substituted at the rate of 30 semester credit hours on a year-for- year basis for the 




required experience.

Selective Qualifications: Applicant must have one year experience handling complex HR related functions such as: reviewing and processing of personnel transactions, knowledge in handling recruitment processes, payroll processing, and interpreting various provisions of the Merit System Laws, rules and regulations, personnel policy and procedures. Applicant must also have experience working with personnel databases.
To apply please submit a Maryland State Application (MS-100 – downloadable at http://www.mdhousing.org/Website/Employment/Employment.aspx) no later than close of business (5:00 p.m.) on 04/02/2010 to:

Sarita C. Durant

Recruitment Manager

Office of Human Resources

Department of Housing and Community Development

100 Community Place – 2nd Floor

Crownsville, MD 21032

Durant@mdhousing.org 

All applicants must be eligible to work in the United States. Educational credentials from foreign countries must be evaluated by an approved education review service. This evaluation must be submitted with your resume and/or application. For further information, you may call International Consultants of Delaware, Inc. (302-737-8715) or World Education Services Inc. (800-937-3897 or 202-331-2925).
DHCD is an Equal Opportunity Employer.
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