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Position Title: Compliance Specialist

Location: Panama City Beach, FL

Job Type: Full-time, on-site position working within the SMG HQ office, some Travel in North FL
Compensation: Competitive Salary; Paid Holiday & PTO; Health Benefits; Stock Options; Profit Sharing; 401k Match
Overview

This position is responsible for conducting onsite management reviews and physical inspections as well as desk reviews at

Affordable Housing properties throughout Florida, primarily North Florida. Responsibilities also include writing professional

accurate reviews based on program requirements, including following reviews to completion. Additional administrative

duties, monthly program report review, and follow ups.

Key Responsibilities

Conduct initial and annual onsite management reviews and physical inspections. At Affordable Housing Properties,
write detailed professional reports of findings based on program requirements, and follow review until all findings
are resolved.

Conduct desk reviews as needed, write detailed professional reports of findings based on program requirements,
and follow review until all findings are resolved.

Review monthly program reports, Tenant Income Certifications, and Continued Program Compliance Certifications.
Maintain correspondence detailing outstanding issues and follow up.

Remain current on housing industry compliance issues.

Maintain a comprehensive understanding of compliance monitoring for various State and Federal Affordable
Housing programs, including but not limited to:

Housing Credit

SAIL (State Apartment Incentive Loan)

HOME (Home Investment Partnerships Program)

NHTF (National Housing Trust Fund)

CDBG-DR (Community Development Block Grant-Disaster Recovery)
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State and County Bonds

Qualifications

Minimum of 1-2 years of experience in the Affordable Housing Industry.

Able to travel up to seven days a month (some overnight) throughout Florida to conduct management reviews and
physical inspections (primarily in North Florida), and able to travel to attend trainings.

Computer skills proficient in MS Office products with in-depth experience with Excel.

Highly organized with excellent oral and written skills.

Must be analytical and detail oriented with superior follow-through skills.

HCCP certification or commit to earning the HCCP certification.

How to Apply

Interested candidates are encouraged to submit a resume and cover letter outlining their qualifications and experience.

Please submit your resume at https://seltzermanagement.com/contact-us/

We look forward to reviewing your resume and discussing how you can contribute to our team as a Compliance Analyst.


https://www.nahb.org/education-and-events/credentials/housing-credit-certified-professional-hccp
https://seltzermanagement.com/contact-us/

