JOB DESCRIPTION – FAMILY SELF SUFFICIENCY COORDINATOR

$2708 - $3457 per month

$32,496 – $41,484  per year 

Salary Range 

(36 Hour Work Week) M-TH

GENERAL STATEMENT OF WORK:  This is a professional position which involves administering, developing and coordinating a variety of social services for disadvantaged families participating in HUD’s Family Self-Sufficiency Program, and counseling families enrolled in the “Yes You Can Homeownership Program” and HOME Tenant Based Program  in the Mid-Columbia’s service district, i.e, Wasco, Sherman and Hood River Counties in Oregon and Klickitat and Skamania Counties in Washington.   

SUPERVISION RECEIVED:  Works with considerable independence, under general supervision from Mid-Columbia Housing Authority Executive Director.

EXAMPLES OF DUTIES PERFORMED:

· Performs outreach and referral to encourage eligible families on the Section 8 Housing Assistance Program to participate in the Family Self-Sufficiency Program;

· Conducts interviews, collects background information, makes appropriate assessments, and works with families to establish an individual action plan leading families participating in the program from welfare dependency to self-sufficiency. 

· Assists families in the process of identifying short-term and long-term goals and action steps needed to reach those goals; 

· Determines family portion of rent; Prepares leasing documents;

· Prepares FSS Contracts;

· Functions as housing program liaison with other community service organizations; maintains an up to date directory of community contacts and resources available to participants; 

· Provides follow-up counseling and maintains contact with clients in  order to observe and report progress and verify that established case plan is being carried out;

· Collects data on client services;

· Prepares required written and oral reports for the Family Self-Sufficiency Program. 

· Prepares and maintains current written narrative documentation of the activities concerning individual cases;

· Refers applicants/recipients with service needs to other agencies and/or community resources, responds to correspondence, phone calls, office visits from participating families.

· Attends training and local and regional meetings concerning updates on the Family Self-Sufficiency Program.

· Publishes  a monthly newsletter for the MCHA’s  Family Self-Sufficiency/Home Ownership Programs;

· Coordinates and makes referrals to ABC’s of Homeownership Training for families interested in Homeownership;

· Develops training sessions for renters designed to assist those with poor rental history and/or those with inadequate credit history in obtaining good, decent rental housing.

· Provides direct homeownership counseling or refers clients to homeownership counseling that may include budgeting, pre-post purchase counseling;

· Confers regularly with Executive Director and Housing Certifiers  and inspectors regarding client status.

· Assists clients in finding suitable housing.

· Coordinates “Graduation”/  Issues “Completion Certificates” 

· Develops local public relations pieces to highlight success stories

· Assists in tracking and processing Section 8 certifications as client income changes;

· Monitors the Family Self Sufficiency escrow accounts; 

· Prepares complex grant applications to fund activities for homeownership and self-sufficiency;

· Coordinates Independent Development Accounts for participating families

· Performs other related duties as assigned.

GENERAL QUALIFICATIONS

Ability to understand and deal with problems faced by program participants from a wide range of socioeconomic backgrounds; ability to follow complex oral and written instructions and interpret program  requirements in a manner understandable to program participants; ability to plan and organize assignments and travel schedule and establish priorities; ability to handle difficult situations using tact and sound judgment.  Knowledge of home-ownership loan programs, down payment programs helpful.  Understanding of mortgage underwriting requirements;  Above average written and oral communication skills;  . Above average mathematical skills; case management skills; ability to help families establish a realistic family budget; ability to collect and analyze data and write reports, grants, including budget.  Ability to set up and use excel spreadsheets to monitor use of program funds.  Skill in understanding, speaking and writing in the Spanish language desired.   

Valid Drivers License

TRAINING AND EXPERIENCE

· A Bachelor’s Degree in Sociology, Psychology, Social work, /or Human Services; or

· A Bachelor’s Degree and three years of human services related experience or

· An Associate’s degree in Social Services and two years of human services related experience; or

· Four years of progressively responsible experience in human services related experience (i.e., work concerned with rendering assistance to individuals and groups with problems such as poverty, illness, financial mismanagement, and/or inadequate housing). Or 

· Equivalent combination of experience, education and training. 

MID COLUMBIA HOUSING VALUES DIVERSITY IN ITS WORKFORCE AND IS COMMITTED TO EQUAL OPPPORTUNITY AND AFFIRMATIVE ACTION

BENEFITS:  

4 Day Work Week

Blue Cross Medical, Dental and Vision- 

Flexible Spending Plan (After 6 month probation)

457 Deferred Income (Employer contribution – after 6 months probation)

9 Paid Holidays, 101.5 hours Sick Leave

101.5 hours Vacation per year

FAMILY SELF SUFFICIENCY COORDINATOR

Develop, administer and coordinate a variety of social services for disadvantaged families participating in HUD’s FAMILY SELF-SUFFICIENCY PROGRAM, and the YES YOU CAN HOMEOWNERSHIP PROGRAM.  Bachelor’s Degree in Human or Social Services. Knowledge of mortgage lending requirements helpful. Starting Salary $2708 mo.+ Benefits.  For an application packet, stop by 312 Court Street-Suite 419, The Dalles, Oregon.  Application Deadline close of business June 18, 2010 or until filled.

  EQUAL EMPLOYMENT/AFFIRMATIVE ACTION EMPLOYER

CAREER OPPORTUNITY 

______________________________

POSITION ANNOUNCEMENT

FAMILY SELF SUFFICIENCY COORDINATOR:  This is a professional position which involves administering, developing and coordinating a variety of social services for disadvantaged families participating in HUD’s Family Self-Sufficiency Program, and similar programs.  Services are delivered primarily to residents of  Wasco, Hood River and Sherman  Counties in Oregon.  

STARTING SALARY- $2708   per month 

WORKING HOURS  M-TH 36 Hours  per week   (1 Day in Hood River)                                        

QUALIFICATIONS AND STATEMENT OF DUTIES ATTACHED

REQUEST AN EMPLOYMENT APPLICATION FROM:

RUBY MASON, EXECUTIVE DIRECTOR

MID-COLUMBIA HOUSING AUTHORITY

312 Court Street – Suite 419

The Dalles, Oregon 97058

EQUAL OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER

APPLICATION DEADLINE :  June 18, 2010 or until filled

