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CLEARFIELD, CITY OF (UT) 
invites applications for the position of:

Housing Advocate

SALARY: $18.35 - $20.75 Hourly 

OPENING DATE: 07/15/20

CLOSING DATE: 07/29/20 10:59 PM

GENERAL PURPOSE:

Under direction, implement Davis Area Victim Housing Assistance program; to assist victims of violent
crime access housing assistance; to provide trauma informed services to victims of violent crime; to
engage with the community to help victims retain safe short and long term housing.
 
SUPERVISION RECEIVED
 
Works under the direction of the City Attorney and Victim Services Coordinator.
 
SUPERVISION EXERCISED
 
Exercises direct supervision over volunteers.

EXAMPLES OF DUTIES:

Provide needs assessment from information obtained through client intake documentation, and client
interview; evaluate needs and prepare paperwork associated with an award request.
 
Manage assigned cases of victims including detailed documentation and appropriate statistical
database information; prepare grant applications; follow up on all assigned cases.
 
Attend appropriate meetings to engage with the community and program partners.
 
Support participants in finding and securing safe, affordable housing; provide mobile advocacy for
housing participants.
 
Track expenditures and stay within the housing program budget.
 
Recruit volunteers for the housing program; assist in scheduling volunteers' shifts and assignments.
 
Pursue relationship building with area land lords, property management and housing programs.
 
Make necessary arrangements for non-English speaking participants;
 
Perform related duties and responsibilities as assigned.
 

MINIMUM QUALIFICATIONS:

Education and Experience: 

Bachelor's degree in Criminal Justice, Social Work or a closely related field preferred; AND
Four years of increasingly responsible experience in providing direct services to victims or in a
closely related field.  Experience in writing and maintaining grants preferred;  OR
An equivalent combination of education or experience. 

Special Qualifications:   

Must possess a valid driver's license.
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ADDITIONAL QUALIFICATIONS/INFORMATION:

Grant Funded:
 
This position is grant funded.  As such employment is contingent on continued future availability of
grant funds and award.
 
Essential Functions, Knowledge, Skills, and Abilities:  
 
Working knowledge of the criminal justice system; domestic violence issues, and resources for victims
of crimes; office management principles; submitting quarterly and annual reports to funding agencies;
keeping statistical records for grant reports; tracking and coordinating victim housing budgets within
the City Attorney's budget; principles of supervision and training; pertinent Federal, State, and local
laws, codes, and regulations including administrative and departmental policies and procedures;
organizational and management practices as applied to the analysis and evaluation of programs,
policies and operational needs; modern office procedures, methods, and equipment including computer
equipment and applicable software programs; English usage, spelling, vocabulary, grammar, and
punctuation; principles and practices of business letter writing; principles and procedures of record
keeping; principles and techniques used in dealing with the public; word processing methods,
techniques and programs including spreadsheet and database applications; and safe driving principles
and practices.
 
Ability to work well with and under the direction of others; research, compile, analyze, interpret and
prepare a variety of fiscal, statistical and administrative reports; compile, tabulate, and analyze data
and information and prepare summaries and reports; develop operating procedures to implement
programs and policies; read, understand, apply and explain technical victim services policies and
procedural requirements; perform responsible and difficult administrative work involving the use of
independent judgment and personal initiative; work under limited supervision within a broad
framework of standard policies and procedures; understand the organization and operation of the City
and outside agencies as necessary to assume assigned responsibilities; respond to questions from the
public and City personnel regarding policies and procedures; work cooperatively with other
departments, divisions, City officials and outside agencies; analyze situations carefully and adopt
effective courses of action; maintain confidential data and information; independently prepare
correspondence and memoranda; provide supervision and training to assigned staff; plan and organize
work to meet schedules and timelines; exercise good judgment, flexibility, creativity, and sensitivity in
response to changing situations and needs; communicate clearly and concisely, both orally and in
writing; and establish, maintain, and foster positive and harmonious working relationships with those
contacted in the course of work.
 
Skill in operating modern office equipment including computer equipment and software; typing and
enter data at a speed necessary for successful job performance; and operating a motor vehicle safely.
 
Work Environment:
 
Incumbent of the position performs in a typical office setting with appropriate climate controls.  Tasks
require variety of physical activities, not generally involving muscular strain.  Essential functions
normally require physical activities such as walking, standing, stooping, sitting, reaching, talking,
hearing and seeing.  Common eye, hand, finger dexterity may be necessary.  Mental application
utilizes memory for details, verbal instructions, emotional stability, discriminating thinking and creative
problem solving.  Periodic travel required in normal course of job performance.
 
 

APPLICATIONS MAY BE FILED ONLINE AT: 
http://www.jobs.clearfieldcity.org

55 S State Street
Clearfield, UT 84015
801-525-2742

ricki.miller@clearfieldcity.org

Position #072020-127
HOUSING ADVOCATE

RM

http://www.jobs.clearfieldcity.org/
mailto:ricki.miller@clearfieldcity.org
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Housing Advocate Supplemental Questionnaire

 

* 1. After reviewing the job description and the minimum/special qualifications, please describe how you
feel you are the best qualified for this position.

 2. Please describe your experience in providing direct services to victims.

* 3. Do you have experience in the public sector? If so, please briefly describe the duties performed as
it relates to this job posting.

* Required Question


