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POSITION DESCRIPTION 

JOB TITLE: Quality Control Specialist, Community Schools Rental Assistance Program 
(CSRAP) 

DEPARTMENT: Housing Counseling & Services 
FLSA STATUS: Non-Exempt 
REPORTS TO: Program Manager, Community School Rent Assistance Program 
SUPERVISES (DIRECT): None 
REVISED: September 2026 

HOUSING INITIATIVE PARTNERSHIP: 
Housing Initiative Partnership develops innovative affordable housing, revitalizes 
neighborhoods, and equips people to achieve their housing and financial goals. Our vision is 
that every person lives in high-quality affordable housing in a thriving community. HIP 
maintains offices in Hyattsville in Prince George’s County and Germantown in Montgomery 
County, Maryland. 

POSITION SUMMARY: 
The CSRAP Quality Control Specialist conducts quality control reviews of rent and utility 
assistance applications to ensure eligibility determinations, documentation, calculations, and 
payment recommendations are accurate and comply with program and funding requirements. 
Working closely with the Program Manager and Application Reviewers, this position identifies 
errors and trends, supports staff training, and recommends process improvements to promote 
consistent and accurate program implementation. 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 
• Quality Control Review: Review completed applications before payment approval to

ensure eligibility, documentation, calculations, and payment recommendations are
accurate and compliant with program requirements.

• Eligibility & Documentation: Verify eligibility criteria and supporting documentation to
ensure case determinations and recommended assistance are properly supported.

• Financial Review: Review rent and utility arrears, payment amounts, landlord/vendor
information, and financial documentation for accuracy and compliance with program
and funding requirements.

• Error Identification & Resolution: Identify missing documentation, calculation errors,
and inconsistencies, and work with Application Reviewers to resolve issues before
payment processing.
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• Complex Case Review: Assist the Program Manager with complex applications,
interpreting program guidance and documenting resolutions to ensure consistent
decisions.

• Quality Control Tracking: Maintain records of quality control reviews, corrections,
recurring issues, and case outcomes to support program monitoring.

• Trend Analysis: Analyze quality control findings to identify recurring errors, trends, and
inconsistencies and communicate significant issues to the Program Manager.

• Training & Technical Assistance: Provide guidance to Application Reviewers on
documentation, calculations, processing procedures, and quality control requirements;
assist with staff onboarding and training.

• Process Improvement: Partner with the Program Manager to improve review
procedures, workflows, checklists, guidance, and internal controls based on quality
control findings.

• Data Quality: Review case management and program data for completeness, accuracy,
and consistency with supporting case documentation and work with staff to resolve
discrepancies.

• Compliance & Audit Readiness: Help ensure case files and program records meet HIP
policies, funder requirements, and applicable confidentiality and privacy standards and
are maintained in a manner that supports monitoring, audits, and funder review.

• Reporting Support: Assist with program monitoring, grant reporting, reconciliation, and
related reporting requirements.

• Team Coordination: Communicate quality control findings, policy clarifications, and
recurring issues to promote consistent application of program requirements across the
team.

• Other Duties: Perform related quality assurance, administrative, and program support
duties as assigned.

QUALIFICATIONS, KNOWLEDGE & SKILLS REQUIRED: 
• Bachelor’s degree preferred; equivalent education and relevant experience will be

considered.
• At least three years of relevant experience in application review, quality assurance,

housing programs, human services, financial assistance, grants administration, or a
related field preferred.

• Experience reviewing work for accuracy, completeness, and compliance strongly
preferred.

• Strong analytical, organizational, and problem-solving skills with exceptional attention
to detail.

• Ability to interpret and apply complex program eligibility criteria and documentation
requirements.

• Strong financial calculation and documentation review skills.
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• Ability to review a high volume of cases while maintaining accuracy.
• Bilingual fluency in English and Spanish preferred.
• Excellent written and verbal communication skills.
• Proficiency with Microsoft Office, particularly Excel, Word, and Outlook; case

management/database experience preferred.
• Ability to maintain confidentiality when handling sensitive client information and work

independently while collaborating effectively with a team.

WORK SCHEDULE AND LOCATION 
• Full-time position, approximately 37.5 hours per week.
• Standard business hours, Monday through Friday; occasional evening or extended hours

may be required to meet program deadlines or operational needs.
• Work may be hybrid or in-office depending on program requirements and supervisory

direction.

ADA SPECIFICATIONS: 
This position is primarily sedentary and based in HIP’s Hyattsville offices with hybrid work 
opportunities, as approved. The position may require occasional bending and lifting, regular 
local travel to outreach events and meetings, and occasional evening or weekend work. 
Occasional overnight travel for conferences or trainings may also be required. 

SALARY AND BENEFITS: 
Salary range: $63,000-$65,000 annual salary based on experience. HIP offers a competitive 
benefits package including retirement, health insurance, long-term disability, generous 
vacation, and sick leave.   
Funding Notice: This position is supported in whole or in part by grant funding. Continued 
employment is subject to organizational needs and the availability of funding. 

HOW TO APPLY: 
Please email a cover letter and resume to Hiring Manager at employment@hiphomes.org. 

Housing Initiative Partnership is an Equal Opportunity Employer and does not discriminate on 
the basis of race, color, religion, sex, age, national origin, marital status, sexual orientation, 
gender identity, genetic information, military status, disability, or any other characteristic 
protected by applicable federal, state, or local law. 
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