
CONTRACT OFFICER 
San Antonio Housing Trust Entities  

Job Type: Full-time 

Salary: $40,000.00 to $50,000.00 /year 

 

Job Summary: 

Under the direction of the Assistant Director, the Contract Officer is responsible for coordinating, 
monitoring, and analyzing contracts with external agencies entities related to residential housing 
activities, professional services, vendors, grant and loan awardees, and housing corporation 
partnerships. 

Essential Job Functions: 

-Works with management and Trust counsel to prepare contracts, reviews contract provisions, 
establish contract action plans, and monitors contract compliance. 

-Supports the Assistant Director with the procurement of services, bids, and proposals. 

-Determines the necessity for amendments or extensions of existing contracts. 

-Reviews charges assessed by contractors and vendors in performance of services. 

-Supports the Financial Manager in scheduling, invoicing, and reviewing loan payments, partnership 
fees, and development fees and other revenues owed to the Trust Entities. 

-Consults with management regarding compliance issues to offer resolutions to related issues. 

- Serves as a liaison to ensure contract fulfillment obligations. 

-Tracking contractually required insurance certificates and updated coverage. 

-May take part in negotiations, terminations, and re-negotiations of contracts. 

-Conducts site and monitoring visits. 

-Reviews submitted external audits and rent roll documents to ensure partnership compliance with 
Lease or Tax Credit requirements. 

-May assist department in preparing audit responses and resolutions to audit reports form external 
and internal entities. 

- Prepares written reports for management review 

-Other duties as assigned by the Executive Director. 

Education: 

A Bachelor's Degree form an accredited college or university with preferable coursework in Business 
Administration, Business Management, Public Administration, Finance, or a related field is required. 

Two (2) years of experience in contract preparation and monitoring with proven effective 
communication capabilities. 

Must have a Class C Motor Vehicle License or equivalent and an acceptable driving record. 

 



Knowledge, Skills, and Abilities: 

-Strong organizational skills, 

- Knowledge of contract administration and monitoring policies, procedures, and techniques 

-Knowledge of basic accounting procedures 

Knowledge of legal terminology used in contracts and lease agreements 

-Possess skills for communication clearly and knowledgeably, both verbally and in writing 

-Skill in utilizing a personal computer and associated software programs 

-Ability to develop and maintain effective working relationships with those contacted in the course of 
work 

-Ability to operate a computer keyboard and other basic office equipment 

-Ability ti interpret and apply Federal, State, and local laws 

Physical Requirements: 

Physical requirements include visual acuity, speech and hearing; hand and eye coordination and 
manual dexterity necessary to operate basic office equipment. Subject to sitting, walking, or standing 
to perform the essential functions. Working conditions are in an office environment. 

This Job is Ideal for Someone Who is: 

Dependable: A person more reliable than spontaneous 

Ethical: Someone who is motivated by integrity and model behavior 

Detail-oriented: A person who would rather focus on the details of work 

Autonomous: Someone who enjoys working with little direction 

Professional: Someone who is qualified, committed, and skilled 

 


