51069 – HOUSING QUALITY INSPECTOR (HQS)
CITY OF PARMA
270 – PUBLIC HOUSING

JOB SUMMARY

The Housing Quality Inspector (HQS) is responsible for inspecting rental units participating in the Housing Choice Voucher Program to ensure they meet Housing Quality Standards (HQS) and National Standards for the Physical Inspection of Real Estate (NSPIRE), as required by HUD and local housing agency policies. Inspections include initial, annual/biennial, complaint, emergency, and special inspections.  The incumbent is under the direct supervision of the Program Manager and the general supervision of the Public Housing Executive Director. Performance of the core objectives of the position are essential job functions. This position is “Unclassified (not classified) within the Civil Service of the City of Parma.

WORK ACTIVITIES
 	
Inspection Work
· Conduct HQS/NSPIRE V inspections on rental units to determine compliance with HUD quality and safety standards*
· Perform initial, annual/biennial, re-inspections, special and complaint inspections as assigned*
· Document inspection results accurately and thoroughly in the agency’s software system*
· Identify deficiencies, classify severity, and determine pass/fail status based on standards*
· Manages Lead Based Paint compliance and monitoring*
· HQS Enforcement*
· Approves and monitors weather deferments*
· Generate and deliver inspection reports, notices to landlords/tenants, and track repair timelines*

Customer Service & Communication
· Serve as a point of contact for landlords, tenants, and housing authority staff regarding inspection results and related requirements*
· Provide guidance on compliance issues and explain inspection standards to stakeholders* 
· Respond promptly to inquiries and requests regarding inspection scheduling and outcomes*

Administrative Tasks
· Maintain accurate inspection records including photos of deficiencies and support quality control reviews*
· Coordinate inspection scheduling with landlords and tenants*
· Input data into the HCV management system and prepare correspondence and reports*


· Participate in meetings and training relating to inspection practices, standards, and policies*

Other
· Performs all other duties as assigned+

* Denotes Essential Job Functions
+ Denotes Essential Job Functions, Scheduling Accommodations Possible

JOB CONTEXT

The HQS Inspector generally works a 35-hour week from 8:30 a.m. until 4:30 p.m. Monday through Friday with one scheduled unpaid hour for lunch. Assigned hours may vary and additional hours may be required during peak work volumes. The position is full-time with benefits and operates 12 months a year. Regular and consistent on-site attendance is an essential job function. The environment for the incumbent varies from site to site.  The position requires some physical activity and requires mobility due to the varying work sites. 

JOB QUALIFICATIONS

Education & Certification
· High school diploma or equivalent required; 
· HQS, Lead based paint and NSPIRE certification required; must obtain within one year after hire if not already certified. 

Experience
· Experience in housing inspections, construction, property management, or related field preferred;
· Knowledge of HUD HQS/NSPIRE V standards, federal regulations, and local building codes. 

Skills
· Strong observational and problem-solving skills; 
· Excellent oral and written communication; 
· Ability to work independently and manage multiple inspections efficiently;
· Proficiency with inspection reporting software, mobile tools, and Microsoft Office. 

Other Requirements
· Valid driver’s license; 
· Ability to interact professionally with diverse populations. 

Working Conditions
· Field-based work inspecting interior and exterior housing units; 
· Frequent interaction with landlords, tenants, and staff;
· Position may require walking, climbing stairs, and entering crawl spaces when necessary. 
The above Requirements and Accountabilities are not to be construed as a complete listing of the assignments that may be given to the Housing Inspector, nor are such assignments restricted to those listed in this job description.

Upon hire, a HQS Inspector must have:
· A high school diploma or equivalent
· Experience in the Section 8 Housing Choice Voucher Program
· Good organizational skills, good verbal and good written communication skills
· Certification in Housing Quality Standards preferred
· Lead based paint certification preferred
After hire, a HQS Inspector must have: 
· Certification in Housing Quality Standards and Lead based paint certification within 6 months after requisite training and testing.
· Experience in administering government regulations and policies within 6 months after requisite training.
____________________________________________________________________________

In accordance with the Collective Bargaining Agreement between the City of Parma and AFSCME Local #3924 which expires on December 31, 2026, the Step #1 annual salary for a Housing Quality Inspector (HQS) is $51,710.85.  The City of Parma is an equal opportunity employer.

The promotional probationary period is 60 days in accord with the above-referenced Collective Bargaining Agreement.  The new probationary period is one year.

To apply for this position, please complete an application online using the link provided below.   Please use a desktop or laptop computer to apply.  Do not use a cell phone or tablet.  You will be prompted to create a user profile prior to submitting your application. A resume is required

https://parma.cloud9.innoprise.com/citizenaccess/
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