
  

POSITION 
DESCRIPTION 

 
 
AGENCY/DEPT ID   HFA 600000 
 

 

DIVISION OR INSTITUTION 
Office of Multifamily Housing  

UNIT OR OFFICE 
Director’s Office 

COUNTY OF EMPLOYMENT 
Franklin 

This row is for Information 
Technology classifications ONLY 

PRIMARY TECHNOLOGY (IT ONLY) 
      

SECONDARY TECHNOLOGY (IT ONLY) 
      

This row is for Program Administra-
tors & Project Managers ONLY 

Identify Program or Project  
      

Estimated Duration of Project 
      

  Reclassification New Position  Update Position Hyperlinked to      

 Agency Organizational Tree 
 USUAL WORKING TITLE OF POSITION 

Multifamily Office Administrator 
POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR 
20082243 Director of Multifamily Housing (Administrative Staff) 

    Permanent                             
   Temporary     
   Intermittent 

  Classified        
 

  Unclassified  
   

Overtime:   Eligible       Exempt   
 
If FLSA Exempt, exemption type: 
Fiduciary 

Bargaining Unit  99 
 
Page 1 of 2 

NORMAL WORKING HOURS (Explain unusual or rotating shift):   
 FROM:     8:00 a.m.                                                    TO:     5:00 p.m. 

 JOB DESCRIPTION AND WORKER CHARACTERISTICS   
 % Job Duties in Order of Importance    Knowledge, Skills & Abilities 

 

40 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

30 
 
 
 
 
 
 

Under direction of Director of Multifamily Housing (Director), as-
sists Director with operational needs of the Office of Multifamily 
Housing (Multifamily): develops project proposals and program 
plans and provides technical advice at the direction of and for 
consideration by Director to aid in decision making; acts as point 
of contact to receive telephone and email inquiries; researches 
and responds to inquiries and complaints for Director’s office; in-
dependently answers complex and/or confidential questions and 
correspondence; furnishes information to explain programs and 
puts stakeholders in contact with appropriate staff; researches 
and analyzes programs, procedures, and policies as requested; 
assists Director with presentation development; serves as liaison 
between administrator and subordinates to transmit decisions 
and directives as requested by Director; reviews meeting re-
quests and schedules meetings for Multifamily management; at-
tends and/or leads staff meetings related to Multifamily opera-
tions; maintains office calendar (e.g., application submissions, 
Guidelines and Qualified Allocation Plan [QAP] timelines, Public 
Comment Periods, Application Materials posting timeline) to 
monitor and ensure Multifamily meets statutory obligations; 
works with section managers to monitor manpower needs to en-
sure sufficient number of personnel are assigned to complete as-
signments and/or special projects; as requested, assumes re-
sponsibility and authority in Director's absence. 
 
Manages business functions of office to relieve Director of non-
routine and routine administrative tasks: assists director in pre-
paring budget for Multifamily; administers and authorizes ex-
penditures and purchases on behalf of Director; acts as Multi-
family point of contact for other Ohio Housing Finance Agency 
(OHFA) offices (e.g., Office of Finance) to submit supply orders, 
purchase orders (POs), and travel requests for staff; oversees 

Knowledge of: (11a) Public Relations, 
(11b) Human Relations, (12) Office 
Management, (13a) Office Practices & 
Procedures (e.g., Multifamily)*, (13b) 
Agency Policies & Procedures (e.g., 
Ohio Housing Finance Agency time-
lines), (17) Business (e.g., affordable 
housing), (K2) Vision, Mission & Goals 
of the Agency*; 
Skill in: (25b) Word Processing (e.g., 
Microsoft Office Suite), (29) Equipment 
Operations (e.g., computer & other 
standard office equipment);  
Ability to: (30l) define problems, collect 
data, establish facts & draw valid con-
clusions, (32r) prepare meaningful, con-
cise & accurate reports, (32t) use proper 
research methods in gathering data, 
(A1) formulate thought & express orally 
& in writing, (33e) gather, collate & clas-
sify information about data, people or 
things, (34b) work alone on most tasks, 
(34c) cooperate with co-workers on 
group projects, (34f) handle sensitive in-
quiries from & contacts with officials & 
general public. 
 
 
Knowledge of: (1) Budgeting, 11a, 11b, 
12, 13a*, 13b, 17; 
Skill in: 25b, 29; 
Ability to: 30l, (31e) calculate fractions, 
decimals & percentages, (32k) complete 
routine forms, (32l) maintain accurate 
records, (32o) originate routine business 
letters reflecting standard procedures,  

 

List Position Numbers & Job Titles of Positions Directly Super-
vised: 
 
 

SIGNATURE OF AGENCY REPRESENTATIVE DATE 
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30 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

maintenance of fiscal controls (e.g., reviews Checking Account 
Daily ACH’s and connects with Project submissions). 
 
Coordinates specific auxiliary functions falling under authority of 
Director: attends meetings with or in absence of Director and 
takes and maintains minutes, notes, and/or document manage-
ment software (e.g.,BoardDocs) in order to facilitate and memori-
alize meetings (e.g., Multifamily Committee [MFC], Program Ad-
herence Committee); creates agendas for MFC meetings; cre-
ates script for MFC Chair to read at Board; completes other du-
ties as assigned (e.g., acts as backup to or assists Executive As-
sistant with all other Committee and Board meetings). 
 
 
 
 
 
 
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.   

 
 

32t, A1, 33e, 34b, 34f. 
 
 

Knowledge of: 11a, 11b, 13a*, 13b, 17, 
K2; 
Skill in: 25b (e.g., BoardDocs), 29;  
Ability to: (30g) understand system of 
mechanical or other procedures (e.g., 
committee meetings), 30l, (31d) add, 
subtract, multiply & divide whole num-
bers, (32j) copy material accurately & 
recognize grammatical & spelling errors, 
32r, 33e, 34b, 34c, 34f. 
 
 
 
*Developed after employment 
 
 
Unclassified per ORC 124.11(A)(30) 
Administrative Staff per ORC 
175.05(A)(2) 07/2005 
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