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We Invest in Your DreamsSM 

EMPLOYMENT OPPORTUNITY 

 

About CDCLI:  

History:  In 1969, a group of concerned Long Islanders came together to address the growing demand for 

nondiscriminatory affordable housing opportunities.  Forty-seven years later, CDCLI employs over 85 

people, serves both Nassau and Suffolk counties, and provides a variety of programs and services that 

address the dynamic challenges faced by those who live and work on Long Island. 

Mission: CDCLI invests in the housing and economic aspirations of individuals and families by 

providing solutions that foster and maintain vibrant, equitable, and sustainable communities. 

Vision: CDCLI is a significant force for revitalizing and building strong communities because home matters 

for all people. 
 

JOB TITLE:  Housing Specialist 

 

DUTIES, RESPONSIBILITIES AND REQUIREMENTS  include the following.  Other duties may be 

assigned. 

 

 Conduct program eligibility interviews.  Provide program overview to applicant. Review family 

documentation, including income information. 

 Determine whether family meets income eligibility guidelines. Issue vouchers to eligible families.   

 For families who are issued vouchers, oversee lease up process, including ensuring the proposed rent 

is reasonable and that request for tenancy forms are submitted for inspection.   

 Conduct annual recertification interviews and maintain assigned caseload.  Collect and review 

family documentation, including income information, and monitor tenant and landlord compliance 

with program requirements. 

 Input tenant data into database accurately and by the monthly deadline to produce timely and 

accurate rent calculations.  Maintain participant files for assigned caseload.   

 Make adjustments to data due to change in income or other information. 

 Ensure data entered is complete and error-free to ensure proper rent subsidy calculations, following 

all applicable program rules and regulations. 

 Answer periodic questions from tenants and landlords by telephone, fax, and mail. 

 Process tenant unit transfers. 

 Conduct tenant conferences. 

 Recommend files for termination as needed. 

 

EDUCATION and/or EXPERIENCE:  High School diploma or GED and three (3) years experience in case 

management or client services in a human services environment, housing complex, or real estate 

organization. Must attain housing choice voucher certification within the first year of employment.  

 

Generous benefits package includes medical, dental, vision and retirement plans. 

 

How to Apply: Please send resume and cover letter with salary requirements to 

   humanresource@cdcli.org 

 

CDCLI is committed to maintaining a professional staff, and to offering enriching employment opportunities 

in the community development, economic development and housing fields. Our employees and applicants 

have equal opportunity for employment, training and promotion without regard to race, color, religion, sex, 

age, familial status, national origin, genetic information, disability or veteran status, and are selected on the 

basis of their qualifications.  CDCLI is an Equal Employment Opportunity employer.  
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