
 

 

Housing 
Program 
Manager 

 
Bargaining Unit: Not Applicable 

Class Code: 
679 

CITY AND COUNTY OF BROOMFIELD 
Revision Date: Dec 21, 2021 

SALARY RANGE 
$47.08 - $63.69 Hourly 

$97,926.40 - $132,475.20 Annually   

 

DESCRIPTION: 

The incumbent will administer, coordinate and grow Broomfield’s local housing choices and 
access.  The incumbent will perform professional and administrative duties relating to the planning, 
organizing, implementing, and coordinating programs and activities associated with the City and 
County of  Broomfield’s housing activities - and will work in collaboration with our two key program 
partners, the Broomfield Human Services department and the the Broomfield Housing Authority.  

The incumbent works in partnership with other employees, departments/divisions, agencies and the 
public in delivering effective and innovative services.  Provide holistic services to the public by 
seeking ways to integrate programs or services provided by other departments, divisions and 
agencies. 
 

ESSENTIAL REQUIRED TASKS/EXAMPLES OF 
DUTIES: 

(Persons hired in this position must be able to perform all the essential tasks required by the 
position.  The following statements are illustrative of the essential functions of the job and do not 
include other nonessential or peripheral duties that may be required. The City and County of 
Broomfield retains the right to modify or change the duties or essential tasks and additional functions 
of the job at any time.  Examples of duties are not intended to be all-inclusive or restrictive.)   

Maintains confidentiality of information consistent with applicable federal, state and county rules and 
regulations.  

Administrative/General Duties: 

The incumbent is responsible for planning, developing, implementing, and administering programs, 
activities and projects leading to increasing choices of, and improving access to, attainable and 



affordable housing in Broomfield. The incumbent will manage staff, administrate programs, projects, 
initiatives and services, and will be a key contributing member of the economic vitality and 
development team, with a primary focus in the housing programs, services, and development; 
serving both as a manager and working staff.   The incumbent will coordinate activities and 
programs across and in partnership with city/county departments and local, state and federal 
organizations and agencies; and in particular with Broomfield’s Human Services Department and the 
Broomfield Housing Authority.  

Duties, activities and tasks will include  

    (1) program development and management, including directing assigned staff, program 
implementation and oversight, administrative and financial management and reporting, 
communication and marketing, and other responsibilities to successfully ensure program delivery;  

    (2) managing Broomfield’s housing programs and activities, including leading staff and work to 
provide effective affordable and attainable housing programs and services; and 

    (3) working collaboratively with the Executive Director of the Broomfield Housing Authority, 
maintaining and strengthening the working partnership with U.S. Department of Housing and Urban 
Development (HUD) and Colorado’s Department of Local Affairs, Division of Housing (DOLA-
Housing) staff, ensuring appropriate program implementation and administration of HUD and DOLA 
programs, and research, design and implementation of programs and services to further goals and 
priorities. 

Specific duties and tasks include, but are not limited to, the following: 

      Housing Program Management 

 serves as primary contact for developers of housing in pre-application meetings to 
encourage development and support of attainable and affordable housing and review 
and comment on project concepts and planning briefings and memos;  

 provides guidance on the inclusionary housing ordinance and requests for other 
support for the development of attainable and affordable housing; 

 manages and monitors Broomfield’s housing programmatic and/or financial interest 
in residential housing projects to ensure contract and all regulatory requirement 
compliance, including affordable rental and for-sale deed restricted units (such as 
income qualification program oversight, sales price determination, and rental or for-
sale, waitlists, occupancy or sale);  

 coordinates with the Broomfield Housing Authority (BHA) leadership on housing 
development projects and program briefings/updates; 

 ensures preparation of staff drafts and reviews memoranda of understanding, 
contracts or other agreements regarding the affordable and attainable housing units 
and development; 

 works closely with other departments in furthering housing services and programs, 
such as the Human Services Department for targeted-clientele housing support 
programs, Communications Department for community outreach and information, 
and the Assessor’s office for affordable housing property valuations; 

 coordinates and serves as the staff contact with the staff of the Boulder County 
Affordable Housing Initiative, Boulder/Broomfield HOME Consortium, DOLA-
Housing, Colorado Housing and Financing Authority, Metro Denver Homeless 
Initiative, HUD Region VIII and other housing authorities and organizations,; and  

 ensures timely completion, performance, and compliance with all Federal (CDBG 



and HOME programs), Colorado (CHFA and DOLA-Housing), and local funding and 
regulatory requirements (such as the Consolidated Plan, public 
notification/participation, funding agreements, IDIS and other record keeping) for 
Broomfield’s housing programs  to provide increased housing opportunities to 
Broomfield residents.  

    Leadership and Collaboration 

 prepare and review updates, briefings, and memos, give presentations, and provide 
professional advice, as requested; 

 support other departments, key stakeholders and partners, and other governmental 
or funding organizations; 

 identify funding opportunities and prepare proposals and grant applications to 
support the work of the department, with a focus in attainable and affordable 
housing;  

 completes program and policy research, practice reviews, and analysis to 
understand and forward innovative programs and initiatives; 

 review proposed regulations, plans, and technical reports for content, accuracy, and 
feasibility, and recommend amendments or additions to improve the effectiveness to 
meet housing goals and priorities;  

 manage and respond to City Council and community inquiries, address public and 
civic organizations, and respond to specific questions and requests regarding 
housing programs and services; and  

 represent the City and County at various governmental and professional meetings. 

Budget/Resource Management:   

Support the development of the Economic Vitality and Development operational and programmatic 
budget, and administer housing program and grant budgets to ensure effective expenditure of 
allocated funds. 

The incumbent prepares the work unit’s annual/revised budget and directs the budget process for 
the work unit.  Incumbent ensures that responsibilities are performed within budget and performs 
cost control activities such as monitoring expenditures to assure sound fiscal control. 

Presents and defends the annual budget proposal to the department head.  Administers work unit’s 
budget to ensure effective expenditure of allocated funds; authorizes purchases of supplies, 
materials, and equipment.   Maintains supervisory responsibility for all facilities and equipment in use 
by the work unit; ensures that they are operating effectively and safely. Assesses division needs to 
determine the necessity of capital improvements and equipment acquisition. 

The incumbent is responsible for planning, developing, and implementing the overall vision, mission, 
programs, processes and projects of the department.  Incumbent develops short and long-range 
goals including annual Performance Metrics to advance the City and County’s mission, goals, and 
objectives.  Incumbent monitors the progress of projects so the goals may be obtained within the 
established timeframe.  Partnering with Risk Management, Incumbent performs risk assessment, 
oversees security, and provides management of resources to keep facilities safe. 

Supervision/Development of Subordinates:   

Under the direction of and in partnership with the Deputy Director and the Director of Economic 
Vitality and Development, the incumbent provides supervision, direction, coaching, mentoring and 
overall development of staff. Incumbent will participate in the preparation to review and evaluate 
assigned annual performance reviews and provide coaching and mentoring as 
appropriate.  Incumbent will work in partnership with Human Resources to design, implement, and 
sustain a training curriculum to ensure that new employees are onboarded 
appropriately.  Additionally, supervisory training and refresher courses are integrated into an ongoing 



expectation to ensure all employees receive appropriate training. 

The incumbent provides organizational leadership for planning and forming committees and work 
groups to meet strategic objectives.  Incumbent works directly with staff to address accountabilities 
and the modeling of expectations in relation to work culture within the department.  This position will 
facilitate service and organizational change, along with the Deputy Director and Director, and 
supervise staff responsible for implementation.  The incumbent will  investigate new trends and 
specific programs and facilitate testing of new techniques, materials, software and equipment with a 
focus on innovation and enhancement of the operations of the Housing Program work 
unit.  Incumbent will recommend and facilitate changes in departmental methods and procedures for 
improved, effective workflow and service to the public. The incumbent provides direction, oversight 
and leadership to assigned staff.  Incumbent hires, assigns, schedules, evaluates and directs work 
of subordinates. Incumbent recommends personnel actions including hiring, promotion, evaluation, 
corrective and/or disciplinary action, and separation; provides training as necessary. 

The incumbent partners with assigned employees to develop workforce and succession 
plans.  Incumbent issues oral and written guidelines and approves procedures developed by 
subordinate supervisors. Incumbent reviews and analyzes work completed to determine 
effectiveness in meeting standards, goals and objectives and assuring conformance to policies and 
procedures.  Incumbent maintains harmony among workers and resolves grievances; performs or 
assists subordinates in performing duties.  Incumbent assists subordinate employees in problematic 
areas.  

Public Relations/Communication:   

The incumbent meets and confers with employees, community groups and individuals to explain the 
department's plans, programs, functions, policies, and procedures.  This person will foster effective 
working relationships with all CCOB departments in addition to various governing and advisory 
boards; patrons; volunteers; vendors; and support/stakeholder groups for the work unit.  The 
incumbent will initiate outreach and external partnership activities with committees and organizations 
that further CCOB’s and the department’s mission, vision, values, and strategic goals.  Incumbent 
communicates official plans, policies and procedures to staff and the general public.  Incumbent 
prepares a variety of studies, reports and related information for informational and/or decision-
making purposes.  Incumbent plans, coordinates, and ensures quality control of information 
presented to City Council at formal and informal Council meetings.  Incumbent answers letters of 
inquiry/complaints and talks with customers.  Ensures a prompt response to all requests, direct items 
to appropriate staff for review or response, and manage the flow of information and response. 
Incumbent provides verbal and written information to departments.  Incumbent maintains the 
accuracy of any program materials posted on the Intranet/Internet. 

The incumbent attends meetings, workshops, and conventions as necessary for the maintenance of 
effective services.  Incumbent maintains liaison with other departments, various governmental 
agencies and community groups; attends meetings and conferences pertaining to assigned 
functions and promotes interest in assigned activities through publicity and public 
contacts.  Incumbent makes presentations to supervisors, boards, commissions, civic groups and 
the general public.  Incumbent represents the City at various meetings with external officials, 
agencies and other groups. 

Miscellaneous Duties:   

Incumbent operates a personal computer including associated software programs.  Incumbent 
operates a motor vehicle in traveling to and from work sites.  Incumbent ensures that facilities and 
equipment are maintained properly and coordinate maintenance and repair functions.  Incumbent 
takes proper safety precautions, anticipates unsafe circumstances, and acts accordingly to prevent 
accidents.  Incumbent uses all required safety equipment.  Responsible for the safety of self, others, 
assets, equipment and facilities; responsible for knowing and complying with all City and County of 



Broomfield and department policies; adheres to attendance and workplace attire policies.  Incumbent 
performs related duties as required. 
 

 

MINIMUM QUALIFICATIONS: 

Training - Bachelor’s Degree from an accredited college or university in planning, public 
administration, business, real estate, or related field. 

Experience - Five years of professional level experience in community and housing programs, 
strong understanding of multi-family and development planning, grant and budget administration, 
program management and administration, and/or project management.  A Professional or Master’s 
Degree in one of the above fields may substitute for two years of experience. 

OR 

Any equivalent combination of training and experience that provides evidence that the applicant 
possesses the Necessary Applicant Traits. 

NECESSARY SPECIAL REQUIREMENTS: –  Must be at least 21 years of age.  Must possess and 
maintain a valid driver’s license and safe driving record for continued employment.  Ability to 
communicate in a bilingual (English/Spanish) setting is desirable.  New hires must, as a condition of 
employment, pass the following pre-offer and post-offer/hire processes:  oral board, reference 
checks, driving record check through DMV, background check, and sex-offender registry check. 
 

WORKING CONDITIONS: 

The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of the job.  The noise level in the environment is 
moderate.  Work is generally scheduled Monday through Friday with some evening and weekend 
hours and may be performed in City/County work locations and/or, under approval, from at-home or 
other approved remote work locations.  The physical demands described here are representative of 
those that must be met by an employee to successfully perform the essential functions of the 
job.  While performing the duties of this job, the employee is frequently required to sit, talk or hear, 
walk and use hands to finger, handle, or feel objects, tools, or controls.  The employee is 
occasionally required to reach with hands and arms, stand, climb or balance, stoop, kneel, crouch, 
or crawl.  Physical demands are described as sedentary (exert up to 10 lbs. of force occasionally 
and/or a negligible amount of force frequently or constantly to lift, carry, push, pull, or otherwise 
move objects, including the human body.  Involves sitting most of the time but may involve walking 
or standing for brief periods of time).  Data entry and other tasks may require sitting at a computer 
for several hours.  Specific vision abilities required by this job include close vision, distance vision, 
peripheral vision, and ability to adjust focus.  Reasonable accommodation may be made to enable 
individuals with disabilities to perform the essential functions. 
 

NECESSARY APPLICANT TRAITS: 

Knowledge – Demonstrated knowledge of the principles and practices of: real estate and housing 



development, local  urban planning, housing issues and programs, program management, grant 
development and administration, and program research and development.  Working knowledge of 
real estate markets, mortgage financing programs, and lending and underwriting practices.  Working 
knowledge of personal computer software programs including word processing, spreadsheets, 
databases, etc.  Additionally, the incumbent should have considerable knowledge of the applicable 
federal, state, and county regulations as they relate to housing programs and reporting 
requirements.   

Skills – Skill in understanding and responding to customer needs.  Skill in the use of a personal 
computer, applicable software programs, and office equipment.  Skill in the operation of a motor 
vehicle. 
Abilities - Ability to exercise initiative and sound judgment; communicate clearly in English, verbally 
and in writing; provide excellent customer service to citizens from a wide range of socio-economic 
groups in a culturally sensitive and appropriate manner; work from broad direction with limited 
supervision; work well with varied and culturally diverse people; establish and maintain effective 
working relationships with other City and County employees, representatives of other agencies and 
organizations, other City and County departments, and members of the community.  Ability to 
organize information in a clear and logical format; identify, analyze, and address problems and 
trends in a timely, efficient, and equitable manner; organize activities in order to complete tasks in 
accordance with priorities, address multiple demands, or meet deadlines; organize tasks and 
working environment to maximize efficiency; focus attention on tasks, which may be complex, 
routine, or repetitive, without losing concentration or becoming distracted by external activities; adapt 
to interruptions, equipment failures, unusual demands, or changing priorities; handle confidential 
information. Technical experiences should include ability to prepare budget documents, reports, and 
statistics; conduct research, compile and review technical reports, monitor and track projects and 
budgets, and formulate recommendations; prepare comprehensive proposals and reports in 
accordance with grant requirements;   employ and enforce safety practices and policies; and 
coordinate, analyze and utilize a variety of reports and records. 
 

PERFORMANCE INDICATORS: 

(Identifies specific job performance requirements to measure performance criteria for job 
evaluations.) 

The incumbent performs duties within the organizational structure of the Department/Division, 
following appropriate procedures and policies. Employees are evaluated using a common set of 
attributes: Customer Service; Accountability; Interpersonal Skills; Planning, Productivity, Execution; 
and Organizational Stewardship.  

A review of the incumbent's performance on the above performance indicators will be conducted on 
a periodic basis as determined by the supervisor.  The supervisor evaluates the incumbent's 
administration of policies and procedures through daily observations, spot checks, written reports, 
feedback from other staff members and the public, and communication with the incumbent. 
 

WORKING RELATIONSHIPS: 

INDEPENDENCE OF ACTION:  Works under the general direction of the Director of Economic 
Vitality and Development or designee.  Meets with supervisor to establish overall goals and 
objectives.  Exercises independence of judgment in meeting assigned objectives and implementing 



work area services and programs.  The supervisor is kept informed of progress, potentially 
controversial matters, and areas of far-reaching implications.  Completed work is reviewed from an 
overall standpoint of meeting the department's goals and providing acceptable service levels to the 
City and County/community. 

PERSONNEL MANAGEMENT RESPONSIBILITY:  Management of the work unit requires the 
personal supervision of professional, technical, administrative, and clerical subordinates including 
hiring, scheduling, delegating tasks, reviewing performances, recommending disciplinary actions and 
providing training.  Goals, objectives, policies and procedures for completing job tasks and 
assignments are outlined by the incumbent.  Employees' performance, as well as the overall 
department's performance, is the responsibility of the incumbent. 

WORKING RELATIONSHIPS:  Working relationships are typically with other divisional/departmental 
employees, department heads, personnel from other public and private sector entities, and the 
public. 

 


