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Maryland Department of Housing and Community Development

Community Development Administration

Rental Assistance Program Administrator (C07006)

(Development Officer II, HD) 

This is a contract position with no benefits
Range: $38,594-$49,859 

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.  We are good but strive to be great.  To make this happen our team needs members that will challenge the status quo, effectively communicate ideas and issues, independently bring forth practical and efficient solutions, believe change is good and want to come to work knowing that what they do makes a difference in their neighborhood.

DHCD has an immediate Rental Assistance Program Administrator position within the Community Development Administration (CDA). This individual must be a highly organized, customer oriented, self-motivated team player.  

Responsibilities include assisting with the administration and distribution of Federal and State grant funding among State jurisdictions; reviewing and verifying subcontractor submissions pursuant to contract renewals and monthly disbursement of funds; performing management and compliance reviews of subcontractors; respond (via telephone, email and written responses) to customer service inquiries and make appropriate referrals.
DHCD offers a flexible work schedule, telework and job sharing options; training, advancement and career path opportunities; casual business dress on Fridays and a competitive salary.  There is ample free parking at our offices just off I-97, close to the historic capital of Annapolis.  Come join our team!

Minimum Qualifications

Education:
A Bachelor’s degree from an accredited college or university in 

urban planning, financial management, business or public 

administration, political science, economic, marketing, management 

science or a related field.



Experience:
Three years of experience in residential or commercial real 

estate development, governmental housing, community development 

or infrastructure development programs, including market research,

planning, financial management, loan or grant program



administration, capital projects or project development in Housing 
Development. 


Notes:         1.  Additional experience as specified above may be substituted on a year-for-year basis for the required education. 
2. Graduate credit hours in urban planning, financial  management, business or public administration, political science, economics, marketing, management science or a closely related field may be substituted on a year-for-year basis for up to two years of the 


 required experience. 

Knowledge of Microsoft Office and good customer service skills is a plus.  Ability to multi-task and good attendance is desirable.

To apply please submit a Maryland State Application (MS-100 – downloadable at http://www.mdhousing.org/website/About/Career/Default.aspx) no later than close of business (5:00 p.m.) on 09/10/2010 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 application. For further information, you may call International Consultants of Delaware, Inc. (302) 737-8715 or World Education Services Inc. 1-800-932-3897 or (202) 331-2925.
DHCD is an Equal Opportunity Employer
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