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USUAL WORKING TITLE OF POSITION POSITION NO. AND TITLE
Housing Development Analyst

OF IMMEDIATE SUPERVISOR

20067270 Residential Lending Manager

JOB TITLE
Housing Development Analyst

JOB CODE
67331

nounced (TBA) market rate programs for compliance and quality control
measures required for Ohio affordable housing programs and federal tax
laws in Office of Single Family: examines, reviews, and verifies borrower
income, property characteristics and lender submission packages
against Ohio Housing Finance Agency (OHFA) guidelines; examines
mortgages, notes, and other legal and financial documents for accuracy
and program compliance; interprets requirements, procedures, and reg-
ulations for lenders; communicates exceptions to lenders (e.g., answer
questions regarding guidelines and regulations); works as team to en-
sure loans are processed timely.

14

o XI Permanent | [X] Classified Overtime: [X] Eligible [] Exempt Bargaining Unit 14

= < [ ] Temporary

z < [ ] Intermittent | [] Unclassified | If FLSA Exempt, exemption type: Page 1 of 2

z

o N

= S | NORMAL WORKING HOURS (Explain unusual or rotating shift):
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o JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abilities
80 | Reviews loan submissions for Mortgage Revenue Bonds and To Be An- | Knowledge of: (4) Accounting,

(11a) Public Relations, (14) Govern-
ment Structure & Process (e.g., gov-
ernmental housing regulations &
procedures)*, (17) Business (e.g.,
housing loan & grant programs, fi-
nance, mortgage lending), (21) So-
cial Science (e.g., Economics, Pub-
lic Administration), (K2) Vision, Mis-
sion, & Goals of the Agency™;

Skill in: (25b) Word Processing
(e.g., Microsoft Office Suite), (29)
Equipment Operations (e.g., com-
puter*, copier*, calculator*, type-
writer*, postage meter®);

Ability to: (30f) deal with problems
involving several variables in famil-
iar context, (30j) interpret variety of
instructions in written, oral, picture
or schedule form, (30k) understand
a practical field of study (e.g., gov-
ernmental housing regulations &
programs), (31h) use statistical
analysis (e.g., prepare statistical &
financial reports), (320) originate
routine business letters reflecting
standard procedures, (32u) prepare
& deliver speeches before special-
ized audiences & general public,
(34f) handle sensitive inquiries from
&contact with officials & general
public.
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JOB TITLE
Housing Development Analyst

JOB CODE
67331

Provides technical assistance and assists in state-wide lender training:
participates in outreach events across State of Ohio to promote OHFA
programs to potential homebuyers; attends conferences, meetings and
task groups; prepares and routes correspondence; prepares and main-
tains records, data, documentation, contracts, and reports; assists with
report production according to format requirements; uses personal com-
puter to enter data into databases, including all Emphasis software pro-
grams.

Customer Service Standards:

Adheres to Customer Service Standards set forth in the OHFA Team
Handbook when interacting with those who use our services and pro-
grams and our co-workers. Makes internal and external customers and
their needs a primary focus of actions. Develops and sustains produc-
tive customer relationships.

Adheres to OHFA'’s Strategic Plan when working with staff, leadership,
external organizations & the public of diverse, socioeconomic, cultural,
race & ethnic backgrounds.

Knowledge of: 4, 11a, 14*, 17, 21,
K2%;

Skill in: 29;

Ability to: 30f, 30j, 30k, 31h, 320,
32u, 34f.

*Developed after employment
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