
From: Galvan, Jodie
To: Galvan, Jodie
Subject: Emailing: Job Bulletin
Date: Tuesday, June 30, 2015 9:30:17 AM

SEATTLE HOUSING AUTHORITY
invites applications for the position of: 

Resource Conservation
 Supervisor, Job # 102572

An Equal Opportunity Employer

SALARY: $27.46 - $41.19 Hourly
 
OPENING DATE: 06/23/15
 
CLOSING DATE: 07/03/15 11:59 PM
 
JOB SUMMARY:
Resource Conservation Supervisor, Job # 102572
Pay Range H, Starting Rate: $27.46 Hourly + Excellent Benefits
Regular Full-Time, FLSA Exempt Position
Closing Date: July 3, 2015 @ 11:59 PM

BASIC FUNCTION:
The Resource Conservation Supervisor (RCS) will coordinate the development and implementation
 of activities related to utilities management with an overall policy perspective on agency-wide
 resource conservation and sustainability efforts.  This position will supervise and direct a team to
 provide a wide variety of centralized utility management, recycling, and waste reduction services
 at all SHA properties. The Resource Conservation Supervisor will be the department’s lead in
 developing, implementing, and maintaining a strategic plan on resource conservation and
 sustainability efforts in order to reduce operating costs and Seattle Housing Authority’s (SHA’s)
 carbon footprint.
 
 
DUTIES:
1.    Coordinate, analyze, and oversee the utility billings, including the water & sewer billings for all
 SHA properties. Analyze consumption and rate information to perform quality assurance activities
 to ensure that the Authority has proper cost controls.  Manage the Authority’s threshold water
 billing program for all properties that are in the program, including managing vendor contracts,
 billing statements, compliance with regulatory requirements, and preparing documents for outside
 entities.  E
2.    Coordinate, analyze and oversee the Authority’s recycling and waste reduction
 program. Develop and implement strategies, policies and activities to reduce municipal solid
 waste, recycling, and yard waste collection and disposal in SHA properties. E
3.    Develop and maintain positive working relationships with internal program stakeholders and
 outside agency entities including utility providers, vendors and community partners. E
4.    Analyze resource use trends, interview building managers and staff, survey facilities, and
 establish baselines for utility consumption and greenhouse gas emissions, develop performance
 metrics to measure progress related to Strategic Plan goals that can also be integrated into the
 department dashboard. E
5.    Establish energy and water conservation goals, and provide expertise in the planning and
 development of energy and water conservation programs; track consumption to assure
 conservation goals are met; identify energy related technical and financial resources outside the
 agency and serve as liaison to them; and educate property managers and staff of the benefits of
 conservation; balance budget restrictions with conservation goals.  E
6.    Take lead on developing, implementing, and maintaining an agency Resource Conservation &
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 Sustainability Strategic Plan; advise Executive staff on financial, organizational, and policy
 implications of proposed initiatives and projects; conduct benefit/cost analyses; prepare and
 submit applications to utilities for rebates for conservation measures; identify and find ways to
 remove barriers to implementing desired conservation efforts; develop and conduct energy and
 water conservation trainings for staff.  E
7.    Coordinate and develop the utility allowances for all SHA properties; analyze consumption
 reports to establish allowances per HUD, IRS, and WSHFC guidelines; prepare reports in
 compliance with HUD and other regulators. Implement changes to the utility allowances, solicit
 comments and respond to residents by preparing correspondence, notices, and conducting
 presentations at resident council meetings.  E
8.    Coordinate and oversee the vendor relationships, and manage various contracts for the
 Authority including but not limited to: third party billing services, energy and resource
 conservation consulting contracts, and other utility contracts as needed.  Ensure deadlines are
 met, verify the accuracy of billing data, and communicate with vendors as needed. Prepare RFPs,
 RFQs, and IFBs for assigned contracts and services; research and develop scope of services
 needed. Manage and assist in the selection of professionals; prepare and execute service
 contracts. Manage and control contractor performance, and changes in project scope and cost.  E
9.    Act as resource for staff regarding environmental questions and concerns; institute efficient
 operational procedures, conduct research on latest environmental news and facts; best practices,
 contact industry professionals; and provide timely response to staff inquiries. E
10. Participate in the development and implementation of goals, workplans, performance
 measures, and continuous improvement of service delivery to support department initiatives and
 goals, agency core strategies, and mission through a spirit of service, teamwork and respect.
  Work respectfully and courteously with other employees, follow direction, and work well under
 pressure.  E
11. Attend all required training and safety meetings, use, maintain and replace assigned personal
 protective equipment. Report all injuries and illnesses to supervisor immediately. Complete and
 submit incident/accident reports as required, report hazardous conditions or unsafe work practices
 to supervisor and follow all safety and health guidelines, practices, policies and procedures, and
 actively support and participate in the Emergency Preparedness program and tasks. E
12. Supervise and coach staff by distributing workload and assigning projects, reviewing and
 ensuring work quality standards, communicating policies and management decisions, determining
 and communicating performance expectations, providing training and feedback, and evaluating
 employee performance.  E
13. Perform other related duties as assigned.
 
 
MINIMUM QUALIFICATIONS:
EDUCATION:
Bachelor’s degree in Business, Property Management, Public Administration, or related fields; OR
 may substitute an additional four years of relevant work experience for the required degree.
 
EXPERIENCE:
Four years’ experience in building management, coordinating contracts, utilities, maintenance work
 or closely related field, including supervisory experience.
 
LICENSES AND OTHER REQUIREMENTS:
Valid Washington driver's license with fully insurable driving record.
 
COMPETENCIES, KNOWLEDGE, SKILLS & ABILITIES:
KNOWLEDGE AND ABILITIES:
KNOWLEDGE OF:
1.    Utility rate structure, energy use costs, consumption patterns, utility practices and
 terminology.
2.    HUD regulations, building codes and contract administration.
3.    Principles and practices of service contract negotiations.
4.    Research methods, and report writing techniques and preparation.
5.    Maintenance practices, materials and general construction trades.
6.    Principles and practices related to commercial property management.
7.    Applicable building and safety laws, codes, regulations, policies and procedures.
8.    Safety and Health Program, including Hazard recognition and analysis.



9.    Policies and procedures related to maintenance, inventory, Purchasing, and Human Resources.
10. Technical aspects of building maintenance trades.
11. Operation of a computer and software including Word, Excel and Access.
12. Verbal, and written communication skills.
13. Policies and objectives of assigned program and activities.
14. Interpersonal skills using tact, patience and courtesy.
15. Technical aspects of field management.
16. Budget development, preparation, analysis and control.
 
ABILITY TO:
1.    Perform technical duties in managing maintenance and professional contracts.
2.    Analyze and monitor the Authority's utility activities.
3.    Administer and oversee the after-hours emergency maintenance program.
4.    Initiate site inspections to determine reason for high utility usage.
5.    Negotiate renewals of service contracts.
6.    Operate a computer and related software to maintain records and generate reports.
7.    Maintain records, compile and verify data and prepare reports.
8.    Read, interpret, apply and explain rules, regulations, policies and procedures.
9.    Analyze situations accurately and adopt an effective course of action.
10. Determine appropriate action that is related to the job duties within clearly defined guidelines.
11. Plan and organize work, with capability of managing multiple tasks and priorities.
12. Communicate effectively both verbally, and in writing.
13. Develop and meet schedules and time lines.
14. Train, supervise, evaluate and provide work direction to others.
15. Work independently with little direction.
16. Review and analyze budget expenditures and revenues.
17. Speak publicly, maintaining a positive public image for the agency.
18. Operate a computer and available software with high proficiently (MLS, Microsoft Office to
 include Intermediate level of Word, Excel and Access) also including ability to work with data
 management software, and assigned office equipment.
19. Establish and maintain cooperative and effective working relationships with others.
20. Work respectfully and courteously with managers, building staff, utility company staff, SHA
 staff, residents, and the general public.
 
WORKING CONDITIONS:
ENVIRONMENT:
·         Office environment.
·         Driving a vehicle to conduct work.
 
PHYSICAL ABILITIES:
·         Dexterity of hands and fingers to operate a computer keyboard.
·         Sitting for extended periods of time.
·         Hearing and speaking to exchange information.
 
HAZARDS:
·        Contact with dissatisfied, rude, or verbally abusive individuals.
 

 
To apply for a position:

Apply online anytime. Please go to our Job Opportunities web page at
 www.seattlehousing.org/jobs to submit the required online application materials. 

Or 

Visit our Job Kiosks located in our Housing Services Center on the First Floor: 
Weekdays between 8:00 am and 5:00 pm, except holidays, at: 
190 Queen Anne Avenue North, P.O. Box 19028 
Seattle, WA 98109-1028

We take pride in our diverse workforce and are committed to Equal Employment Opportunity and Diversity. In

http://www.seattlehousing.org/jobs


 accordance with the American with Disabilities Act, and Section 504 of the Rehabilitation Act, no employee or
 qualified person applying for employment will be discriminated against in our employment programs and services
 because of a disability. Please give us at least 24 hours advanced notice (when possible) if you require any
 disability accommodation. You may contact or visit us at:

Email: Christopher.Haase@seattlehousing.org
Phone: 206-615-3323

An Equal Opportunity Employer

Resource Conservation Supervisor, Job # 102572 Supplemental Questionnaire

 
* 1. Do you have at least a bachelor's degree in Business, Property Management, Public

 Administration, or related fields? Or, do you have at least four additional years of relevant
 work experience for the required degree?

Yes    No
 
 2. If yes to previous question, please describe below.

* 3. Do you have at least four years' experience in building management, coordinating contracts,
 utilities, maintenance work or closely related field, including supervisory experience?

Yes    No
 
 4. If yes to previous question, please describe your experience below.

* 5. Please list any relevant professional certification(s) you may posses for the resource
 conservation profession.

* 6. Please describe any experience you may have in developing, implementing, and maintaining
 a strategic plan on resource conservation and sustainability efforts in order to reduce
 operating costs and carbon footprint.

* 7. Please describe your experience performing data analysis, statistical analysis, drafting
 summary reports and presenting your findings to leadership groups for management
 decisions.

* 8. A critical role for this position is to perform analytical work that requires strong computer
 skills. Please describe your proficiency with the following computer systems/software:
 Microsoft Access, Excel, Word, and Outlook. Be as specific as possible and be sure to
 include examples, such as how you have used Excel and Access in analyzing utility
 consumption, performing financial analysis, analyzing budgets, creating reports, etc. a.
 Microsoft Excel: Please describe your experience with formulas/functions, pivot tables, and
 charts.

* 9. b. Microsoft Access: Please describe your experience with queries and formulas/functions.

* 10. c. Microsoft Word: Please describe your experience creating a table of contents, and
 creating mail merge and templates.

* 11. d. Outlook:

* 12. e. Please describe any other software program(s) of which you are proficient that may be
 useful in this position.

* 13. 3. SHA provides affordable housing to 29,000 households, has over 500 employees and a
 utilities budget of $13 million. The successful candidate will be responsible for drafting a
 sustainability plan for the agency, managing the agency's utilities, and providing outreach
 and education to staff and residents to promote resource conservation and waste reduction.
 Please describe how your education and experience qualify you for this position,

* Required Question
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