NOTICE OF JOB VACANCY

TITLE: Compliance Officer

DEPARTMENT: Community Development

NUMBER OF VACANCIES: One (1) Provisional

PAY RANGE: Grade 23A  $30.3476-$42.3598 per hour/$55,232-$77,094 annually
RESIDENCY: Must live in the City of Niagara Falls, NY within 6 months of appointment

DISTINGUISHING FEATURES OF THE CLASS: This is specialized work involving the City of Niagara
Falls Community Development Department’s United States Department of Housing and Urban Development
Community Development Block Grant, HOME, Emergency Solutions Grant Program and Leased Housing
Programs. The department many also administer additional local, state and federal programs and initiatives. The
Compliance Officer, under general supervision of the Community Development Director or designee, will be
responsible for submitting and managing various compliance and financial reporting, in support of the effective
development, implementation and operation of the Community Development Department’s programs. The
Compliance Officer will also be involved in the creation and submission of annual funding applications, including
the execution of associated public participation processes.

FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES AND PERSONAL CHARACTERISTICS:
Thorough knowledge of HUD regulations and reporting cycles; knowledge of web portal-based reporting and grant
management software; ability to research, interpret and apply regulations; willingness to work in a deadline-driven
environment; ability to work in a team-oriented work place, including group projects; ability to use Microsoft
Word, Excel and PowerPoint programs efficiently; Willingness to be trained on new programs and applicable
compliance requirements as new funding opportunities present themselves; physical conditions commensurate with
the demands of the position.

MINIMUM QUALIFICATIONS:

Graduation from a regionally accredited or New York registered four year college with a degree in accounting,
public administration, social sciences or a related field and two (2) years full paid experience in the
public/nonprofit sector, preferably with experience in the management of grant funded programs.

THIS NOTICE WILL BE POSTED FOR A PERIOD OF TEN (10) WORKING DAYS: MAY 25, 2022-JUNE 9, 2022



