Housing Counseling I &II
Department: Housing Department
Reports To: Housing Director
FLSA Status: Non-exempt
States: Texas Areas: Houston-Harris, Port Arthur, Livingston, Montgomery Lufkin,
Louisiana Areas: Coushatta, Minden, Lake Charles Shreveport, Lecompte
Ohio Areas: Dayton, Cleveland
Prepared By: Demetria Reed-McNeal
Prepared Date: May 5 2017
Salary: $27,000 - $39,480
Summary: Provides accurate, relevant and helpful information to assist clients and potential clients in
developing solutions in money management, credit, rental related and housing issues via telephone,
email or in-person consultation by performing the following duties.
Essential Duties and Responsibilities include the following. Other duties may be assigned.
Assesses clients' financial situation based on the information furnished by the client. Assists clients in
developing a budget and setting financial goals. Produces written action plan that supports the course of
action that promotes the clients' best interests or the clients' choice of action. Motivates the client to
implement the established plan.
Performs elements of on-going casework as needed to provide service and problem-solving assistance
for client inquiries and account management.
Provides information to clients including, but not limited to bankruptcy, collection action, court
judgment, credit education, rental, credit reports, housing issues, consumer protection laws, student
loans, wage attachments, etc.
Explains credit report ratings and protections laws to clients and provides answers to clients' questions.
Conducts telephone interviews to determine whether or not client has developed a general
understanding of the information pertaining to homeownership and/or being a landlord. Completes the
required assessment, generates and distributes appropriate paperwork, and inputs data as required.
Conducts telephone inquiries as to the status of the clients for the Early Delinquency Intervention.
Informs clients of the agency services, makes referrals and performs other duties associated with the
program. Offers by telephone Early Delinquency Intervention to clients.
Prepares materials for housing workshops.
Audits the Housing files to insure compliance with the current regulations. Insures that Home Sweet
Home Community Redevelopment policies are followed in the housing files.

Participates in special projects as assigned by management.
Competencies
To perform the job successfully, an individual should demonstrate the following competencies:
Analytical - Collects and researches data; Uses intuition and experience to complement data.
Problem Solving - Gathers and analyzes information skillfully; Uses reason even when dealing with
emotional topics
Technical Skills - Assesses own strengths and weaknesses; Pursues training and development
opportunities; Strives to continuously build knowledge and skills; Shares expertise with others.
Customer Service - Manages difficult or emotional customer situations; Responds promptly to customer
needs; Responds to requests for service and assistance; Meets commitments.
Interpersonal Skills - Focuses on solving conflict, not blaming; Maintains confidentiality; Listens to
others without interrupting; Keeps emotions under control.
Oral Communication - Speaks clearly and persuasively in positive or negative situations; Listens and gets
clarification; Responds well to questions.
Written Communication - Writes clearly and informatively; Edits work for spelling and grammar; Varies
writing style to meet needs; Able to read and interpret written information.
Teamwork - Balances team and individual responsibilities; Gives and welcomes feedback; Contributes to
building a positive team spirit; Puts success of team above own interests.
Quality Management - Looks for ways to improve and promote quality; Demonstrates accuracy and
thoroughness.
Ethics - Treats people with respect; Keeps commitments; Works with integrity and ethically; Upholds
organizational values.
Organizational Support - Follows policies and procedures; Completes administrative tasks correctly and
on time; Supports organization's goals and values; Benefits organization through outside activities;
Supports affirmative action and respects diversity.
Judgment - Exhibits sound and accurate judgment; Makes timely decisions.
Motivation - Sets and achieves challenging goals; Measures self against standard of excellence.
Planning/Organizing - Prioritizes and plans work activities; Uses time efficiently.
Professionalism - Approaches others in a tactful manner; Reacts well under pressure; Treats others with
respect and consideration regardless of their status or position; Accepts responsibility for own actions;
Follows through on commitments.
Quality - Demonstrates accuracy and thoroughness; Applies feedback to improve performance;
Monitors own work to ensure quality.
Quantity - Meets productivity standards; Completes work in timely manner.

Safety and Security - Observes safety and security procedures; Reports potentially unsafe conditions;
Uses equipment and materials properly.
Adaptability - Adapts to changes in the work environment; Able to deal with frequent change, delays, or
unexpected events.
Attendance/Punctuality - Is consistently at work and on time; Ensures work responsibilities are covered
when absent; Arrives at meetings and appointments on time
Dependability - Follows instructions, responds to management direction; Takes responsibility for own
actions; Keeps commitments; Completes tasks on time or notifies appropriate person with an alternate
plan.
Initiative - Volunteers readily; Undertakes self-development activities; Asks for and offers help when
needed.
Innovation - Meets challenges with resourcefulness.
Qualifications To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability
required. Reasonable accommodations may be made to enable individuals with disabilities to perform
the essential functions.
Education and/or Experience
Bachelor's degree (B. A.) from four-year college or university; or one to two years related experience
and/or training; or equivalent combination of education and experience. Must have a High School
Diploma
We do background check on all employees. Must pass fingerprinting prior to start of employment.
Possess valid driver's license; at least state required minimum of auto insurance. Bi-lingual is a plus.
Language Skills
While performing the duties of this Job, the employee is regularly required to sit and talk or hear,
driving, communicate confidently over the telephone and in person.
Work Environment The work environment characteristics described here are representative of those an
employee encounters while performing the essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions.
The noise level in the work environment is usually moderate.
Identify and develop program-specific outcomes to ensure program effectiveness and impact, and the
ability to report that to funders and the community. Design and manage program services directly
related to those outcomes.
Implement a strong case management component and services focused on moving people out of
homelessness quickly as well as preventing homelessness.

Develop and manage a comprehensive outreach/ working relationship with stakeholders including other
community members, especially landlords. Implement a landlord recruitment and retention plan.
Maintain awareness of changes in market and community processes that can impact services; bring
forward prospective recommendations to deal with expected changes.

Oversee case management and ensure compliance with standards as delineated in HUD’s Housing
Counseling Handbook. Case management and recordkeeping includes, but is not limited to: intake;
service planning; service delivery including advocating for clients with property owners/managers as
necessary and providing resource information; and case closure.
Strong written and verbal communication skills; organizational, conflict resolution and computer
literacy.
Two to three years’ experience that reflects an understanding of causes of homelessness.
Occasionally may be required to lift items up to 10 pounds to a height up to 7 feet.
Occasionally may be required to carry items up to 10 pounds for distances up to one block.

We would like to thank you for applying for this position. This position will start sometime between July
or August 2017.
Please send your resumes to homesweethome1910@comcast.net (subject line: Housing Counselor I &
II)
Benefits:
401K
Life Insurance
Health Insurance
Gas (local)
Travel 45%
Room for growth.

Equal Opportunity Employer – M/F/D/V
For Application Visit our Website:
www.homesweethomecommunity.org
***NOTE: Completed agency application must accompany resume for consideration.
Filing Deadline: Until position is filled.

