COMPONENT:

COMMUNITY ACTION AGENCY

POSITION:


WEATHERIZATION MANAGER
POSITION SUMMARY:

The Weatherization Manager is responsible for oversight, management and successful completion of all Weatherization Department contracts and goals.  The Weatherization Manager also provides data and financial services (yearly budget) to the Executive Director.  Data services include weatherization, housing and rental programs, emergency assistance, the RX program, Captain and HMIS.  WX Manager is responsible for the LOCCS access authorization for HUD.  The Weatherization Manager reports directly to the Executive Director. 
POSITION DESCRIPTION:

The Weatherization Manager is responsible for:
1. Organizing and managing a system of applications for weatherization service, including receiving, reviewing and approving/denying weatherization services and other programs that may be provided by the agency as assigned.

2. Maintaining a computer database of applicants, recipients and services rendered that will comply with Captain requirements. Ensuring that weatherization services meet federal, state and/or independent funding source requirements applicable to each grant. 

3. Developing and maintaining an information and referral service that can assist individuals to obtain weatherization services in all five counties served by the agency. 
4. Managing the Weatherization Programs including supervision, scheduling, and assignment of crew and support staff to ensure that agency program goals are met and meet standards. Ensure that staff members are properly trained and supported.  Approval of time sheets and evaluations for crew.
5. Insuring clients making application for Weatherization services provided by the Agency are eligible for the program, receive evaluation of home needs, and are prioritized for service in a timely manner. Clients will be notified if ineligible for the weatherization program.
6. Identifying sources of potential funding and assisting in the procurement of grants to implement the current and new programs of the agency. 
7. Participating in developing Weatherization department budgets, goals, policies and procedures and training programs.
8. Monitoring progress of all Weatherization contract outcomes.
9. Preparing monthly and quarterly grant billings and other reports as required by the Agency and funding sources.

10. Periodically inspecting and assessing Weatherization projects to ensure work meets grant and Agency standards.
11. Maintaining Weatherization database to match with accounting

12. Completed Weatherization houses are put into Captain and WAP Link as well as all of the agency services and programs.

13. Assist Executive Director with monthly expenditure reports.

14. Responds to ODOC requests, prepares notebook for annual monitoring from ODOC.

15. All other duties as assigned
EXPERIENCE, TRAINING AND EDUCATION:

Must have experience in the weatherization program, an associate degree and management experience in completing weatherization programs.  Computer knowledge is a must.
Possess ability to:

1. Physically operate a motor vehicle and provide agency with a clean MVR annually

2. Walk on uneven surfaces, sit, stand, bend, talk, hear

3. Buckle, stoop, crawl, reach with hands and arms, and perform other repetitive tasks

4. Lift/carry objects, supplies, equipment, etc (50 lbs or more)

5. Communicate effectively with staff, clients and other interested parties.

FLSA STATUS:
Non-Exempt
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