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**VACANCY NOTICE**

Please submit a cover letter and resume to HR by Friday, September 20, 2019.
Title:
HMIS Application Specialist
Department: Homeless

FLSA Status:
Non-exempt
Primary Purpose of Position: This position will provide ongoing maintenance and support for the Homeless Management Information System (HMIS) database implementation, including developing improvements to database design and maintaining database customizations. This position will be responsible for developing and revising protocols and procedure documents based on compliance with federal HMIS data requirements and high levels of data quality to support the strategic directions of HUD’s data standards to improve data and performance. 
Education /Experience: Education in Information Systems with two years of experience in providing technical training and support or a combination of education, training, and experience preferred.
Core Functions:

· Data Quality and Analysis

· Provide end-user support for complex data reporting inconsistencies
· Conduct system level data analysis and interpretation

· Working with teammates to analyze reports in regard to data quality and compare system level data quality with benchmarks
· Monitor and manage data collection practices
· Monitor and manage system growth
· System Administration

· Configure and manage new agencies/programs, access levels, data sharing and overall access security
· Monitor system performance and downtime

· Communicate issues with software vendor support  
· Reporting

· Integrate the needs of new programs on HMIS for data collection and reporting, and develop new data entry and reporting protocols, writing workflows 
· Assisting in the annual reporting to the US Department of Housing and Urban Development (HUD) including the Longitudinal Systems Analysis (LSA), and components of the Point-In-Time Count, and Housing Inventory Chart
· Security
· Ensure HMIS Policy & Procedures manual is maintained, and updated as the Continuum of Care makes additions or changes to HMIS policy

· Monitoring and reporting security breach issues
· Project Management
· Reviewing/Researching compliance Documents
· Project planning, project scheduling, status reports and meetings with project teams

· Agency and User Compliance
· Develop/Revise/Enhance Policies & Procedures, Data Quality and Security Plans
· Create and monitor the Participation agreements, client consent forms, interagency sharing agreements, system-user agreements and user code of ethics policy 

· Implement Policies & Procedures, Data Quality and Security Plans

· Perform Annual Security Review for all participants 
· Participate in HMIS meetings and serve on committees, work groups, and other bodies as determined by the Manager.

· Work with teammates and Partner Agencies to attain the goals and objectives set forth in the overall project plan for the HMIS implementation
· Work with teammates to improve the HMIS implementation by expanding participation, improving processes and procedures for data collection and data quality, and implementing best practices and new HMIS features
· Assist in the development and implementation of the Maine Coordinated Entry System.
· Participate in special projects and initiatives as requested
Skills and Knowledge:  
· Strong PC skills using various software, and demonstrated computer proficiency with Internet and Intranet techniques of working with databases
· Ability to provide and document ad hoc and creative support solutions to users

· Working knowledge of eTraining concepts and development preferred

· Ability to establish and maintain good working relationships with business partners
· Ability to take initiative, work independently, and utilize creative and analytical skills to resolve issues

· Strong organizational skills and ability to be a self-starter and manage projects
· Excellent verbal and written communication skills, comfortable making presentations to small and large groups 
· Ability to manage multiple projects and prioritize customer needs
· Ability to manage and resolve conflicts
Working Conditions:  Fast paced environment with multiple priorities, interruptions & deadlines.  The majority of the responsibilities will be performed within the MaineHousing facility.  MaineHousing office hours are Monday – Friday from 8:00am to 5:00pm.
Reports To:  Manager of Homeless Initiatives
Supervises:  no one
Band B:  The starting hourly rate of this position is $18.8509
This position description is not meant to be a complete list of duties or responsibilities of this role, nor is it meant to be an employment contract.  This is an “at-will” position that serves at the will of the Director.
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