
EXECUTIVE DIRECTOR 
 
Charleston County Housing and Redevelopment Authority (the “Authority”) is located in Charleston, South Carolina. 
The Authority is seeking a housing professional to fill the position of Executive Director.  
 
The Executive Director reports directly to the Authority's Board of Commissioners (the "Board"). The Executive 
Director oversees all personnel and has the responsibility for the planning, organizing, directing, and coordination of 
all phases of the Authority's programs, including, but not limited to: 

• Serving as the principal advisor to the Board of Commissioners on all policy issues, making 
recommendations to improve methods and procedure and on updates to the Department of Housing and 
Urban Development ("HUD") and Authority rules and regulations. 

• Development and execution of all administrative functions for the Authority's programs ensuring that the 
programs are being effectively and efficiently administered in conformance and compliance with Housing 
Authority policy, State and Federal HUD regulations, local ordinances, applicable Fair Housing regulations, 
and State and Local laws. 

• Monitoring staff performance and providing feedback, both formally and informally, to the Board and utilizing 
performance appraisals and disciplinary action when appropriate. 

• Taking legal actions under the direction of the Board, subject to the policies and procedures adopted by the 
Board. 

• Having the care and custody of all funds of the Authority and shall oversee the deposit of these funds in the 
name of the Authority in such banks as the Board shall select. 

• Overseeing the books, receipts and expenditures of the Authority and rendering to the Board at each regular 
meeting and at other times as prescribed by the Board an accounting of the transactions and the financial 
condition of the Authority.  

• Overseeing the preparation of regular reports, the annual operating budget, management plans, capital 
financial plans and budgets, operating statements, and the administration of same once approved and 
adopted by the Board. 

• Establishing and maintaining effective relationships with federal, state, and local officials and agencies. 

• The Executive Director will identify non-HUD funds and grants to supplement programs and develop a 
process for receiving non-HUD funds. Experience with non-profit fundraising would be highly regarded. 

• The Executive Director will have contact with a broad range of individuals including the news media; BOC; 
federal, state, and local government personnel; social service personnel; housing residents; the general 
public; various special interest groups; and all levels of Agency personnel.  

• CCHRA currently oversees 1079 HCVP vouchers and 399 PH units. 

• Performing such other duties as may be required by and serve as secretary to the Board of Commissioners. 

• Perform other related duties as required.  
 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. In addition to 
the duties listed in the Essential Duties section, each employee in this classification may perform the following other 
duties. Any single position may not be assigned all duties listed above, nor do the examples cover all duties that may 
be assigned. 
 
Successful candidates should possess the following: 
 
The qualifications / requirements, knowledge/skills/abilities and physical demands or working conditions described 
here are representative of those that must be met by an employee to successfully perform the essential functions of 
this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 

• A Bachelor’s degree in Public Administration, Business Administration, or Management, or a closely related 
field from an accredited college or university. Master’s degree preferred.  

• No less than five (5) years’ experience of progressively responsible experience administering subsidized 
housing programs, including no less than four (4) years in a senior staff level position.  

• No less than five (5) years’ experience managing Public Housing and Redevelopment programs.  

• A Public Housing Certification (PHM) or equivalent must be obtained within one year of service.  

• Completion of the Executive Director Education Program (EDEP) or equivalent executive program is 
required within two years of employment.  

• Working knowledge of the general operations and procedures of a Public Housing Agency as well as 
considerable understanding of the organization of the U.S. Department of Housing and Urban Development. 

• Thorough knowledge of Agency operating policies and procedures, pertinent HUD regulations, and federal, 
state, and local laws and regulations pertaining to housing authorities. 



• Thorough knowledge of the modern principles, practices, and techniques of personnel management, 
training, and performance evaluation. 

• Thorough knowledge of procurement regulations and OSHA requirements. 

• Working knowledge of the laws and regulations governing bonded indebtedness, handling of bids, and the 
preparation and execution of contracts and agreements. 

• General knowledge of the modern principles, practices, and techniques of maintenance and other functional 
areas within the Agency. 

• Thorough knowledge of the modern principles, practices, and techniques of budgeting and accounting, and 
of the function and operation of the construction industry. 

• Thorough knowledge of financing and development of new properties. 

• Skill in addressing the public and other bodies and presenting information in a clear, organized, and 
convincing manner. 

• Ability to accurately and completely document in writing appropriate events and activities. 

• Ability to read and comprehend complex material. 

• Ability to analyze complex problems, interprets operational needs, and develops integrated, creative 
solutions. 

• Ability to manage complexities and competing priorities. Ability to coordinate information and activities 
among groups with differing agendas, across multi-functional areas. 

• Ability to meet aggressive deadlines and juggle multiple priorities. 

• Ability to identify operational problems and develop effective solutions. 

• Ability to establish and maintain effective working relationships with subordinates, co-workers, and persons 
outside the Agency. 

• Ability to prepare clear and concise narrative and statistical reports and deal effectively with situations 
requiring tact and diplomacy, yet firmness. 

• Ability to operate appropriate Agency computer equipment and software packages, and HUD reporting 
systems. 

• Valid driver’s license and good driving record. 

• Ability to be covered under the Agency’s vehicle insurance policy. 

• Ability to exercise independent judgment. 
PHYSICAL REQUIREMENTS / WORKING CONDITIONS: 

• While working in this position, the employee is required to frequently sit and perform repetitive motions; 
occasionally walk, climb and drive; and rarely stoop. 

• While working in this position, the employee is required to constantly work indoors. 
 
This description reflects management's assignment of essential duties; it does not proscribe or restrict the tasks that 
may be assigned. 

 


