
 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

  

If you are interested in this exceptional opportunity, please submit a detailed resume immediately to: 
Kimberly Sallie 

E-mail: kimberly@gansgans.com 
Phone: (813) 986-4441 ext. 7112 

Should you have any questions in consideration of your own interest, or a referral of a colleague, please 
contact us at the number above. 

 

Gans, Gans & Associates 
7445 Quail Meadow Road, Plant City, FL 33565  813-986-4441 

www.gansgans.com 

Managing Director of Federal Program 

Boston, MA 

mailto:kimberly@gansgans.com
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Metro Housing Boston is a leading nonprofit dedicated to connecting the residents of Greater Boston with safe, decent homes they can afford. 
Metro Housing empowers families and individuals to move along the continuum from homelessness to housing stability. Serving more than 
25,000 households annually, they work seamlessly to bridge the gaps among government, nonprofits, and corporations to continually increase 
their impact. With more than 30 years’ experience piloting and implementing housing programs, they have solidified their position as an industry-
leading expert on navigating the affordable housing field. 
Position Summary 
The duties of this position include a wide range of managerial responsibilities related to multiple aspects of the Leased Housing Programs. 
Reporting to the Director of Leased Housing the Managing Director plans, delegates, coordinates, reviews, and evaluates the activities of staff 
responsible for ensuring applicant, tenant, or vendor compliance with requirements in one or more functional areas of the Leased Housing 
Programs. The position will directly supervise managers but will be responsible for the overall performance of the teams working in their 
program area. The individual will work closely with the Rental Assistance Directors and senior staff in other departments in a collaborative 
manner to develop and implement systems, processes and protocols which improve program administration, maximize efficiency and provide 
the highest quality service to tenants, property owners, and staff. The Managing Director will frequently be required to use independent 
judgment in making recommendations and decisions in accordance with existing procedures or written guidelines, such as Metro Housing 
policies, HUD regulations, handbooks, desk references, or existing records. 
Responsibilities 
Plans, assigns, reviews, and coordinates the work of program teams responsible for: 
Annual and interim recertifications for HCV continued assistance pursuant to DHCD MTW policies and applicable regulations; and, 
Eligibility, leasing and annual and interim recertifications for clients enrolled in Metro Housings’ special programs. 
MTW Housing Choice Vouchers 
• Conducts regular QC reviews of client files. 
• Reviews results of QC reviews performed by senior staff to ensure that regular and interim certifications of participant eligibility for continued 

occupancy are conducted pursuant to applicable policies and regulations. 
• Monitors file reviews and performance indicators to identify program challenges and areas of improvement. 
• Assures the performance of timely regular re-certifications. 
• Provides guidance to Managers on training and follow up steps to improve program transactions. 
Special Programs 
• Understands continued unique occupancy requirements for special programs; monitors and tracks utilization for special programs, i.e., VASH, 

FUP, etc. 
• Conducts regular reviews and reviews results of reviews performed by senior staff of client files to ensure program transactions related to 

eligibility, leasing & continued occupancy for clients in special programs are conducted pursuant to applicable policies and regulations. 
• Monitors file reviews and performance indicators to identify program challenges and areas of improvement and training needs. 
• Represents Metro Boston with special program partner agencies.  
• Collaborates with DHCD regarding special program design and revisions. 
Management and Supervision 
• Plans, assigns, reviews, and coordinates the activities of subordinates. 
• Monitors staff activity to ensure that work and assigned task(s) are performed in accordance with established policies, procedures, performance 

goals and departmental objectives. 
• Conducts regular performance reviews of subordinates. 
• Assists in training new employees and instructs subordinates in the interpretation of applicable provisions and regulations. 
• Plans work assignments for timely completion, even work distribution and expeditious processing. 
• Ensures program staff provide professional and comprehensive customer service to participants, landlords, and other customers. 
Policy and Procedures 
• Understands and applies HUD regulations, MTW policies and Metro Housing’s procedures. 
• Develops and suggests new plans and procedures designed to improve operations and in implementing approved policy. 
• Coordinates program and policy modifications in response to changes in HUD regulations and DHCD policies. 
• Explains new or revised policies, procedures, or laws that impact operations of applicable program area.  
• Coordinates implementation or modification of policies, procedures, and processing methods with subordinates. 
Data, Systems and Reporting 
• Enters data into housing software as required. 
• Collaborates with DHCD regarding sharing of data and information. 
• Provides input on system design and revisions to streamline processes and workflows. 
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• Retrieves data (Utilization, EIV, Elite Production, financial, and PIC reports), analyzes data, prepares reports, and submits to the Director of 
Leased Housing. 

• Prepares and submits required reports to supervisor and escalates program issues as needed. 
Other Duties 
• Meets and collaborates with QC staff to help identify areas for compliance audits. 
• Uses QC results to support and train staff. 
• Ensure that the inspections component programs are meeting program requirements and are within budget. Troubleshoot any issues that 

impact both the inspections and programmatic aspects of the programs 
• Resolves disputes between the HCV staff, program participants, and landlords. 
• Represent Metro Housing at outside meetings and events. 
• Attends meetings and trainings. 
• Responds timely to requests and inquiries from customers and staff, by phone, in person and by written communications. 
• Perform other duties as needed. 
Qualifications 
Education and Experience 
• A Bachelor’s Degree in public or business administration, social work, or a related field. 
• At least four (4) years’ experience working in Public Housing, Housing Choice Voucher/Section 8, or other Federal housing programs, including 

at least two (2) years at a supervisory level. 
 
Skills and Abilities 
• Ability to understand and implement HUD regulations, and other Federal, state and local laws, rules and regulations related to low income 

housing, including Metro Housing and DHCD MTW policies and procedures. 
• Ability to plan, schedule, assign, supervise, train, and evaluate the work of subordinates in a manner which will maintain a high level of 

productivity and morale. 
• Excellent communication and interpersonal skills. Ability to communicate with and relate to persons of diverse backgrounds and abilities and to 

establish and maintain effective working relationships with participants, landlords and other employees. 
• Computer literacy required, including proficiency in Microsoft Office, Outlook, and housing management systems. 
• Ability to plan and prioritize duties. 
• Ability to operate business machines and use housing software. 
• Ability to work independently, performing relatively complex work in an accurate and timely manner without close supervision. 
• Ability to exercise good judgment. 
• Strong time management skills with the ability to handle large caseloads and high volume of work in a busy, fast paced environment. 
• Ability to multi-task handling several tasks at once, anticipating and identifying problems and putting forward solutions. 
• Ability to handle frequent interruptions without a loss of efficiency/productivity or accuracy. 
• Attention to detail in all aspect of work. 
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Boston is the capital and most populous city of the Commonwealth of Massachusetts and 21st most populous city in the United States.   
 
The area, the people, and the institutions within its political boundaries can only begin to define the essence of Boston. Its nickname “Beantown” 
has its origin in colonial times, when Boston, as a stop on a major trade route with the West Indies, had a steady supply of molasses from the 
Caribbean, thus leading to the creation of a popular dish that became known as Boston baked beans (beans baked in molasses). 
 
Education 
Four members of the Association of American Universities are in Greater Boston (more than any other metropolitan area): Harvard University, the 
Massachusetts Institute of Technology, Boston University, and Brandeis University. Furthermore, Greater Boston contains seven Highest Research 
Activity (R1) Universities as per the Carnegie Classification. This includes, in addition to the four, Boston College, Northeastern University, and Tufts 
University. This is, by a large margin, the highest concentration of such institutions in a single metropolitan area.  
 
Greater Boston has more than 100 colleges and universities. The city's largest private universities include Boston University (also the city's fourth-
largest employer), with its main campus along Commonwealth Avenue and a medical campus in the South End, Northeastern University in the 
Fenway area, Suffolk University near Beacon Hill, which includes law school and business school, and Boston College, which straddles the Boston 
(Brighton)–Newton border.  Boston's only public university is the University of Massachusetts Boston on Columbia Point in Dorchester. Roxbury 
Community College and Bunker Hill Community College are the city's two public community colleges. Altogether, Boston's colleges and universities 
employ more than 42,600 people, accounting for nearly seven percent of the city's workforce. 
 
Smaller private colleges include Babson College, Bentley University, Boston Architectural College, Emmanuel College, Fisher College, MGH 
Institute of Health Professions, Massachusetts College of Pharmacy and Health Sciences, Simmons College, Wellesley College, Wheelock College, 
Wentworth Institute of Technology, New England School of Law (originally established as America's first all-female law school), and Emerson 
College. 
 
Metropolitan Boston is home to several conservatories and art schools, including Lesley University College of Art and Design, Massachusetts 
College of Art, the School of the Museum of Fine Arts, New England Institute of Art, New England School of Art and Design (Suffolk University), 
Longy School of Music of Bard College, and the New England Conservatory (the oldest independent conservatory in the United States). Other 
conservatories include the Boston Conservatory and Berklee College of Music, which has made Boston an important city for jazz music. 
 
Parks and Recreation 
Boston Common, near the Financial District and Beacon Hill, is the oldest public park in the United States. Along with the adjacent Boston Public 
Garden, it is part of the Emerald Necklace, a string of parks designed by Frederick Law Olmsted to encircle the city. The Emerald Necklace includes 
Jamaica Pond, Boston's largest body of freshwater, and Franklin Park, the city's largest park and home of the Franklin Park Zoo. Another major 
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park is the Esplanade, along the banks of the Charles River. The Hatch Shell, an outdoor concert venue, is adjacent to the Charles River 
Esplanade. Other parks are scattered throughout the city, with major parks and beaches near Castle Island, in Charlestown and along the 
Dorchester, South Boston, and East Boston shorelines. 
 
Boston's park system is well-reputed nationally. In its 2013 ParkScore ranking, The Trust for Public Land reported Boston was tied with Sacramento 
and San Francisco for having the third-best park system among the 50 most populous US cities. ParkScore ranks city park systems by a formula 
that analyzes the city's median park size, park acres as percent of city area, the percent of residents within a half-mile of a park, spending of park 
services per resident, and the number of playgrounds per 10,000 residents. 
 
One of the typical forms of leisure activity in Boston is walking the crooked streets and looking at the city and its architecture. Historic Quincy 
Market, the Boston Common and Public Garden, and the main commercial streets of the Back Bay and 
Beacon Hill, which are lined with outdoor cafés in summer, attract casual strollers and shoppers at all 
times of year. Boston has preserved many colonial-era buildings and an extraordinary number of fine 
19th-century structures, yet in the city and its surroundings are a great variety of works of principal 
American and European architects from the second half of the 20th to the early 21st century. Many 
tourists follow the Freedom Trail, a walking route through the historic section of the city, to such famous 
sites as the Paul Revere House, the Bunker Hill Monument, Faneuil Hall, the Old North Church, the Old 
State House, and the USS Constitution (“Old Ironsides”), a U.S. naval warship built in 1797. Similar 
walking tours have been developed for sites of literary and maritime significance as well as for sites highlighting the city’s various ethnic 
communities.  
 
 


