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In the Manager’s Proposed Budget, CPHD put forward, as a reduction option for the 
Board, an Administrative Assistant 1.0 FTE.  Since the proposed budget formulation, a 
new department director has started and he has been evaluating the department’s 
operating structure.  CPHD would like to offer the County Board an alternative proposal 
for budget reductions which replaces the Administrative Assistant FTE (1.0 FTE, 
$53,447) with a Housing Assistant (0.50 FTE, $47,821). The Housing Assistant position 
will be vacant by the end of the current fiscal year. 
 
Alternative Reduction: Eliminate a part-time Housing Assistant in Housing Services. 
 
Description of Current Service: Currently, there are 2.5 FTEs which handle a variety 
of functions in the Housing Services line of business.  The part-time Housing Assistant’s 
core job functions include responding to phone and email inquiries related to housing 
topics, such as how to access services, connecting tenants to resources for the rights 
and responsibilities of tenants and landlords, and a listing of availability of affordable 
housing units. Each year staff field approximately 5,000 citizen requests (seven 
inquiries per hour). 
 
Impact of Reduction: The remaining two full-time staff will assume the workload and 
respond to roughly nine inquiries per hour each (an increase of 2 more inquiries).  
 
Reasoning: Staff support is critical to meet the workload demands in the Director’s 
Office.  Public inquiries, reception area coverage, and support to other CPHD functional 
areas are all supported by the new director’s administrative assistant (filled position).  
While increasing the workload burden on the remaining housing staff with this 
alternative proposal, the department’s operating efficiency will not be impacted as it 
would if the administrative support position were to be eliminated.   
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