ACRHA -Albany County Rural Housing Alliance, Inc.
P. O. Box 407, 24 Marin Road

Vootheesville, New Yoark 12[86

phone: {518) 765-2425 fax: (518) 765-9014

¢-mail: acthal@aol.com

web site; wwiwv timesunion.com/communities/acrha

The Albany County Rural Housing Alliance, Inc. is @ private, not-forsprofis, HUD cersified Housing Counsoling
and Conmpunity Development ayensy. ACRHA's service area is Albany County and all strvices are free of charge.
Although ACRHA targets rural low-moderate to very Jow-income families, anyone (from any income hvel or
Geographic area) is welcome to take advantage of the connseling and education programs offered, Currently, ACRHA
admiinisters approximately ten (10) progroms to help nieet the housing needs in onr community and receives funding
Jrom both public and private sources,

Information Intake Specialist (11S)

Full-ime, 35-hour workweek

Skills

Thorough knowledge of Microsoft Word, Fxcel, Access, PowerPoint, and Interner
navigation/research. Supedor telephone and interparsonal skills to assist and support the public.
Derail oriented, ability to plan and coordinate, us well as analyze information, and maiatain
confidentiality, Confident and assertive, :

Qualifications
High school diploma or equivalent. Preference will be given to those that have either prior
e¢xperence or exposute to grant eligibility determination ot a 2-year associate’s degree.

Responsibiliries (include but aze not limited o)

s Recepdon including call screening. .

* Preliminary determinaton of cligibility for various state and federally funded grants progeams.
This includes working with grant applicanrs either in person or over the telephone o collect
tequired documents, review the documents for accuracy, and ensure compliance with grant
gudehines.

* Prepare and mail grant recervfication letters for grant recipients and maintain a database of
recertification results.

* Report to grant funding sources and/or municipalifies as needed.

®  Update and maintain grant application waiting list and contracror list.

* Serve as main contact for potential grant applicants, new clients, or those wandng informanon
about our oxganizadon.

® Assist and supporr the office smaff with such marketing, outreach, mass mailing, class
preparation, fund raising, data collection, grant writing, grant reqiusitions, general clerical office
duaes, and other dunes as directed by the Executve Direcror,

Salary and Benefirs :
Beginning salary offered $ Albany County Rural Housing Alliance, Inc. offers a full

benefits package that includes individual health insurance, a flexible work schedule, 12 paid holidays,
acerual of 1 day per month sick and vacarion time, and 5 personal days. A 403B tetitement program
is available {employee contnbuton only) and 1 Medicul 125 Program.
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