
TOWN OF PAGOSA SPRINGS 
invites applications for the position of:

Housing Coordinator

SALARY: $56,545.00 - $78,672.00 Annually 

DEPARTMENT: Community Development

DIVISION: Housing

OPENING DATE: 02/17/22

CLOSING DATE: 03/31/22 11:59 PM

DESCRIPTION:

Reporting to the Community Development Director, the Housing Coordinator will lead a new
Housing Division within the Community Development Department. This individual will oversee
the Town’s workforce housing program, which includes multiple initiatives and projects. This is
one of the highest priorities of the Town’s leadership. 

The salary range for the Housing Coordinator is negotiable and will depend on the qualifications
of the successful candidate. Hiring range is a minimum $56,545 and up to mid $60s, DOE. 

Interviews will be conducted the week of April 11, 2022.

Housing Coordinator Brochure
 

ESSENTIAL DUTIES:

Directs, plans, and coordinates the Town of Pagosa Springs’ Housing Program within the
Community Development Department; serves as the face of residential housing initiatives
for the Town of Pagosa Springs and stimulates its development of housing choices for
residents, especially the local workforce; creates, coordinates, and directs the overall
strategy to strengthen our community’s access to housing and affordability.
Provides management and leadership for the town’s Housing Program, including
interdepartmental and interorganizational outreach to educate the broader town
organization on the importance of housing efforts; proactively proposes, executes, and
evaluates workforce and affordable housing strategies for implementation; projects may
include the creation of housing policies and goals; developing and amending existing
housing programs and funding to achieve present objectives; identifying future needs;
community outreach on housing-related initiatives; housing data management and
presentation related to key performance indicators through a housing data dashboard; and
attracting investors, developers and homebuyers. 
Develops and/or reviews financial pro formas detailing the suitability of projects for public
assistance; may initiate regulatory and policy changes to support affordable housing
projects and programs; analyzes joint venture proposals, as needed; assists in the

https://www.pagosasprings.co.gov/sites/g/files/vyhlif7221/f/uploads/brochure_housing_coordinator.pdf


preparation of financial analysis that may lead to ballot questions for consideration of the
voters. Performs cost benefit analysis of identified sites/projects. . 
Identifies and searches out financial resources and ongoing sources of funding the town’s
housing programs and housing projects; coordinates activities to pursue federal and state
CDBG, HOME, and Section 8 monies, and other public and private opportunities to
expand and diversify the housing stock as called for in adopted plans, programs, and
policies for the community. 
Identifies, negotiates, and secures land acquisitions, depositions, or development for
workforce housing on behalf of the Town Council, where appropriate; works with the
Community Development Director, Town Manager and Town Attorney to write and review
contracts for the purchase of real property, and function on behalf of the town in the
creation of joint funding and development agreements, memorandums of understanding,
and other binding documentation necessary in the development of affordable housing. 
Prepares and successfully implements the Housing Program annual work plan through
demonstrated and measurable action steps and ensures the work is completed in a timely,
effective and fiscally responsible manner; develops “state of workforce housing” reports in
the community for Town Manager, Town Council and other stakeholders; coordinates
housing data management and presentations related to key performance indicators
through a housing data dashboard.
Plans and attends community meetings and seeks input from a diverse group of
community, internal, and regional stakeholders to create housing policies and initiatives to
meet the needs of the community and its residents; works to educate constituents, gather
feedback on key issues, create presentations for informational meetings as well as formal
public hearings; in collaboration with Town Attorney; ensures an accurate and complete
database of deed restricted units within the town is maintained as well as certifying
compliance of these units. Will evaluate, make recommendations, and propose
amendments to existing deed restriction regulatory documents. • Responsible for the
preparation and administration of the annual Housing Program budget. 
Serves as liaison between developers, housing agencies, and other stakeholders
regarding housing opportunities; coordinates and works with housing authorities and
providers, housing committees or task forces to facilitate strategic steering activities;
builds professional network through organizations; develops mortgage assistance
program with HomesFund or other appropriate agencies.
Solicits potential workforce housing developers and projects, representing the Town in
negotiations; may act as project management of community housing projects, programs
including and not limited to new construction or renovations, negotiating contracts and
working within town’s procurement procedures. 
Other related duties as required.

QUALIFICATIONS:

Minimum Education and Certification: Bachelor’s degree in public administration, real estate
development, land use/urban regional planning, economics, business administration or similar
field AND three years of administrative experience; or an equivalent combination of education,
experience, and training. Must maintain a valid Colorado driver’s license. Minimum Experience:
Five (5) years of professional-level experience in housing program administration, non-profit
management, municipal government, economic development, redevelopment, or business
assistance, including experience in program implementation, marketing, and public information
efforts, or related fields. Or a combination of education and experience which provides the
required knowledge, skills and abilities to perform the position duties and responsibilities.

KNOWLEDGE, SKILLS AND ABILITIES:

Thorough knowledge of principles and practices of best practices for building and maintaining



successful housing programs; legal and political issues affecting affordable and workforce
housing operations and management; various revenue sources available to local governments
including state and federal sources for developing housing; principles of negotiation and problem
solving; innovative housing and community development policies; complex financial and
public/private partnership projects that may include state or federal funding, tracking and
reporting mechanism; land use principles, policies and regulations; working in a compliance, real
estate, planning, financial, legal or local government environment; principles and practices of
community development; planning and zoning principles and processes; regulations governing
departmental activities; land use ordinances, design regulations, and building codes; building
plan review processes; procedures for conducting building inspections; ensuring compliance with
all federal, state, and local regulatory requirements for housing programs, community
development and community programs; processes for developing and administering budgets;
Geographic Information Systems, budgeting, and other typical office software applications;
municipal organization, operations, policies, and procedures.

Considerable skill in the art of diplomacy and cooperative problem solving; overseeing and
directing planning and development operations; analyzing community housing issues, evaluating
alternatives, and making logical, achievable recommendations based on findings; presenting and
defending housing information and policy decisions in a public speaking setting such as
neighborhood meetings and public hearings.

Ability to develop innovative and creative ideas, concepts and solutions; work with private
sector and developers to effectively negotiate housing developments; seek out and secure
funding options, including grant opportunities; develop creative tools to promote functions and
activities; maintain accurate records and reports; operate modern office equipment; respond to
requests and inquiries from the general public; work a variety of shifts and hours; serve as a
liaison and expeditor between various government agencies and private business and
development representatives; work cooperatively with business, government executives, and
representatives; interpret and apply Federal, State and local laws and regulations; work
independently in the absence of supervision; understand and follow oral and written instructions;
interact in a positive manner with staff and the public; use efficient learning techniques to acquire
and apply new knowledge and skills, using training, feedback, or other opportunities for self-
learning and development; work the allocated hours of the position; attend and participate in
professional group meetings, stay abreast of new trends and innovations in the field of
community planning; understand and interpret complex laws, rules, regulations, policies, and
guidelines; direct the work of others; plan, organize, and direct, through subordinate staff or
contractors the efficient, effective delivery of housing programs, services and functions; develop
operating policies and procedures; effective working relationships with employees, other
agencies and the public; communicate effectively, verbally and in writing; implement cooperative
problem-solving processes; operate personal computer and various software applications for
word processing and spread sheet information; self-starter and multi-tasking; effectively function
in a modern computerized communications environment.

APPLICATIONS MAY BE FILED ONLINE AT: 
https://pagosasprings.co.gov

551 Hot Springs Blvd
PO Box 1859
Pagosa Springs, CO 81147
970-264-4151 x229

hr@pagosasprings.co.gov

Position #22-00003
HOUSING COORDINATOR
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