
HUMAN RESOURCES DEPARTMENT

POSITION DESCRIPTION

TITLE: Housing and Grants Manager LAST UPDATED: 02/03/2017
DEPARTMENT: Financial Services JOB CLASS:
REPORTS TO: Assistant Finance Director FLSA DESIGNATION: Exempt

Summary: Under general direction of the Assistant Finance Director, the Housing and Grants
Manager will be responsible for the coordination of City Grants, the implementation of the following
programs: Community Development Block Grant Program (CDBGP), Community Development Block
Grant-Recovery Program, City of Frisco Targeted Down Payment Assistance Program, City of Frisco
Social Service Grant Program and all programs created and overseen by the City of Frisco Housing
Trust Fund.

The intent of this position description is to provide a representative summary of the major duties and
responsibilities performed by incumbent(s) in this position. Incumbent(s) may not be required to
perform all duties in this description and incumbent(s) may be required to perform position-related
tasks other than those specifically listed in this description.

Essential Job Functions:

• Serves as Staff liaison for the Housing Trust Fund Board (citizen committee), to include
meeting facilitation, contract negotiations, creation and implementation of program policies.

• Serves as the Housing Trust Fund representative to the City Council.
• Manages the Consolidated Plan Annual Plan, and CAPER processes.
• Prepares grant applications pertaining to the needs of low-income residents.
• Manages the Housing Rehabilitation Program.
• Plans, coordinates, prioritizes and reviews work of assigned division staff.
• Manages the CDBG sub-recipient grant process, contracts, and monitoring.
• Manages the Social Service recipient grant process, contracts, and monitoring.
• Prepares grant applications pertaining to the needs of low-income residents.
• Develops and implements programs which benefit low-and moderate-income citizens, such as

home ownership programs and homelessness prevention programs.
• Prepares homebuyer program bids; awards contracts, solicits vendors.
• Ensures that grant programs are operated in conformance with Housing and Urban Development

(HUD) rules and regulations. Develops and implements marketing and educational strategies
that educate the public and encourage public awareness and participation in the City of Frisco
Community Development Block Program, this includes public presentations, brochures, web site
and exhibitions.

• Maintains grant files within guidelines specified by Federal funding source.
• Performs electronic data input and maintenance with HUD funding systems such as IDIS.
• Identifies housing program grant needs and opportunities within the City and works with City staff

to define needs and seek appropriate grants.
• Works with City staff on the development and preparation of housing grant applications.
• Works with various organizations to create affordable housing.
• Coordinates with various City departments, consultants, contractors, and state and Federal

agencies on the implementation and administration of grant projects.
• Creates grant applications for the City of Frisco departmental grants and monitors in-house grant

processes.

• Works with local, state, and federal entities to ensure that grants are submitted, tracked, and in
compliance.

• Reviews in-house City grants for feasibility of Council approval and implementation.
• Ensures all grant applications are submitted to City Council for approval before submission.








