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COMMUNITY DEVELOPMENT SPECIALIST 
Housing Development Emphasis 

 
Characteristics of the Class: 
 
Under the general direction of the Executive Director, the employee in this class will conduct housing development 
and related activities.  Work entails extensive contact with federal, state and local officials, housing development 
professionals and potential homebuyers.  Work is varied and complex, and considerable latitude exists for 
individual initiative.  
 
Kinds of Duties: 
 
 Be a part of a staff team that provides staff support to a non-profit corporation, the Headwaters Housing 

Development Corporation (HHDC), and a partner organization, the Beltrami County HRA. 
 Completes contractual obligations of the HRDC related to the housing development program. 
 Assist in or write special reports and plans on leading issues and/or opportunities in the Region. 
 Develop planning proposals and strategies, as well as actual grant applications, to assist various 

organizations in obtaining funds. 
 Provide technical assistance to local units of government and citizens groups in the development and 

implementation of local housing strategies, identifying and coordinating programs, in writing grant 
proposals, and interpreting pertinent State and Federal regulations. 

 Responsible for the presentation of planning efforts to public officials and private citizens groups. 
 
Required Knowledge, Skills and Abilities: 
 
 Any combination of training and experience providing the following knowledge, skills and abilities: 

 
Full Performance: 
 
 Knowledge of the policies, practices and services of the Headwaters Regional Development Commission. 
 Ability to development and sell affordable housing. 
 Ability to maintain working relationships with staff and other agencies. 
 Ability to communicate effectively, orally, in writing, and in presentations. 
 Ability to develop and maintain strong working relationships with the Region’s housing development 

organizations and communities. 
 Commitment to furthering the mission of the HRDC. 

 
Pre-Employment: 
 
 Knowledge of the fundamental issues related to the housing development program. 
 Experience in a program related field. 
 Ability to prepare grant applications. 
 Ability to write and speak effectively. 
 Ability to conduct public meetings. 
 Ability to understand and operate computers, including the ability to use word processing, spreadsheet, and 

email software. 
 Ability to initiate work and carry through to completion with little supervision.  


