
 

 

 

 

 

COMPETITIVE COMPENSATION AND BENEFITS! 
 

Lead Section 8 Eligibility Specialist 
Employment/FLSA Status: Full-Time/Non-Exempt 

Wage: Starting at $15.50 per hour 

  
Posit ion  Descr ipt ion:  We are  current ly  seeking an energet ic  person to jo in  our  team and per form the 

dut ies o f  the Lead Sect ion  8 E l ig ib i l i ty  Spec ia l i s t .  Through  a  respect fu l ,  construct ive,  and energet ic  sty le 

guided by the ob ject ives o f  the  organ izat ion,  the pos it ion p lays an  integra l  ro le in  the administ rat ion of  

Community  Act ion programs.  The successfu l  candidate p lays a  lead r o le  in  managing the Housing Choice 

Voucher program and plays a  support ive ro le  in  determining el ig ib i l i ty  for  energy and housing assi stance 

programs.   

Dut ies and Responsibi l i t ies:    

•  El ig ib i l ity Determinat ion :  Schedu les  appointments and interv iews appl icants  for  the agency’s  Housing  
Cho ice Voucher  program and determines  e l ig ib i l i ty  by  gathering requ ired documentat ion,  complet ing 
necessary  paperwork and making a  sound determinat ion based on analysi s  o f  in format ion provided.  
Wil l  a l so provide back -up and support  for  L IEAP and Energy Share .  May  schedule appointments for  
Rapid  Re-hous ing and emergency ass i stance programs.  Schedu les  HQS hous ing inspect ions and  
provides paperwork and  necessary  documentat ion for  inspect ions.  May occasional ly  conduct  HQS 
hous ing inspect ions.  Submits proper information to appropriate  state or  federal  departments or  
pr ivate ent it ies  as requ ired .   

•  Record Keeping:  Mainta ins up -to-date,  complete c l ient  f i les,  checks for  ac curacy in  el ig ib i l i ty  
determinat ions,  benef it  payments  and a l l  requ ired documentat ion.  Enters data  into the Central  Data  
Base System and other  data bases as  requ ired by grant  programs in  a  t imely  and  accurate manner .   

•  Customer Ser v ice:  Works in  a  posit ive manner  with  app l icants without  judgement,  mak ing them feel  
welcome and  accepted throughout the app l icat ion process.  Works  to  ensure appl icat ions are 
processed as ef f i c ient ly  as possib le  to  ensure serv ices begin  at  the  soonest  poss ib le t ime.  
Communicates  wi th  appl icants ,  landlords and funders  c lear ly  and p leasant ly  and maintains  a  h igh level  
of  profess ional  decorum at  a l l  t imes.      

Qual if icat ions:  Must  have at  least  a  h igh school  d ip loma.  Must  have the abi l i ty  to  learn and implement,  

wi th  accuracy,  federa l  p rogram ru les.  Must  be able  to  learn and successfu l ly  ut i l ize software associated 

with  program implementat ion.  Posit ive at t i tude,  h igh energy  and  mission dr iven qual it ies are required.  

Must  possess effect ive  interpersona l  communicat ion  sk i l l s  and demonstrate mature judgement .  Must  

possess ab i l i ty  to  work with  sta f f ,  c l ients ,  landlords  and  other  agencies  in  a  cons istent ly  courteous  

manner ,  communicate ef fect ive ly  both oral ly  and i n  wr it ing,  and be famil iar  with  Microsoft  Off ice  Products  

and Windows.   

Requir ed Cert if icates ,  L icenses ,  Registrat ions :  Must  ei ther  be cert i f ied  to  implement a  HUD re lated  

occupancy program or  have the wi l l ingness and  abi l i ty  to  become cert i f ied.  Must  be  bondable and 

insurab le.  Must  possess  a  val id  Dr iver’ s  L icense and carry  val id  motor vehic le insurance.  Must  have access  

to  a  re l iable motor veh ic l e.  

Act ion Inc .  o f fers  a  com petit ive  benef it  package,  which in  addit ion to compensat ion ,  inc ludes:  pa id  

vacat ion ,  s ick  and per sonal  leave;  pa id  hol idays;  medica l ,  vis ion ,  dental ,  l i fe  insurance and r et irem ent 

benef its  thr ough the Montana Publ ic  Employees Re tir ement System (PERS) .  

How to Apply:  Apply  on our website at  ht tp://butteassistanceprograms.org/careers/  
You  may a lso p ick  up an  appl icat ion at  Act ion Inc. ,  25  W.  S i lver ,  Butte,  MT 59701 or  at  the  Butte Job Serv ice,  
2201 White B lvd,  Butte,  MT 59701.  Submit  completed app l icat ion,  resume and  cover  let ter  to  the Butte Job 
Service,  or  Act ion Inc .  –  HRC Dist r ict  XI I .  You may a lso  emai l  app l icat ion mater ia l s  to  jpaul@hrc12.org  

 

This  pos it ion wi l l  be open unt i l  f i l led .  

 
Act ion Inc .  i s  an Equa l  Opportuni ty  Employer  

Women,  minor it ies ,  veterans,  and indiv iduals  wi th  d isab i l i t ies  are  encouraged to  apply.  
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JOIN OUR TEAM AND MAKE A DIFFERENCE! 

 “Action Inc is a non-profit organization dedicated to developing pathways out of poverty in  

Southwest Montana through innovative, community-based, collaborative approaches.”  
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