
 

Job Posting: Administrative Assistant 
 

 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 Nassau, Suffolk, and Brooklyn 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. 

         

 

DUTIES, RESPONSIBILITIES AND REQUIREMENTS include the following.  Other duties 

may be assigned. 

 

Wait List Management 

 Administer the wait list for the Housing Choice Voucher program that CDCLI administers 

in NY East on behalf of New York State Homes and Community Renewal. 

 Prepare eligibility appointment letters.   

 Conduct criminal and sex offender backgrounds prior to eligibility appointment. 

 Update wait list database with change of address information submitted. 

 Purge the wait list annually 

 Prepare informal review and hearing letters and outcome  

 Prepare the initial EIV reports for all programs 

 Outreach to zero income participants monthly 

 Schedule quarterly appointments for zero income 

 Assist in preparing termination files 

 Reception coverage    

 

Records Management and Reporting 

 Coordinate file storage. 

 Compile and submit reports and invoices to funders. 

 Assists in the preparation of hearing files 

 

EDUCATION and/or EXPERIENCE:  High School diploma and a minimum of three (3) years 

of related experience.   

 

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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