Southeast Community Development Corporation
Job Description:  Housing Counselor

Job Description



Job Title: 
Housing Counselor
FLSA Classification:    FT / Exempt –






      Financial Services
Reports to: 
Director of Housing Counseling
Program:    Housing Counseling



& Facilities Operations


SUMMARY

This position is responsible for providing pre- and post-purchase financial and homeownership education and counseling for clients seeking financial, pre-purchase, non-default post purchase, and default/foreclosure prevention counseling services. 
JOB DUTIES
· Provide individual pre-purchase counseling sessions to persons interested in pursuing homeownership

· Thorough knowledge of first time buyer programs and closing cost assistance 

· Perform thorough follow up on all cases; maintain proper electronic and hard copy files on each client; along with updating these files regularly.  
· Ensure that individual counseling files, both hard copy and electronic, are kept to HUD standards.
· Complete monthly, quarterly, and annual reports.

· Develop a pool of prospective home buyers to match to properties in target areas

· Development of on-going relationships with pro-city real estate agents

· Familiarity with all Healthy Neighborhoods target blocks in the neighborhood 
· Design & deliver a minimum of 6 homebuyer education workshops per year

· As requested, represent agency at events that the agency has been asked to participate in, i.e. Live Baltimore events, BHPC events, local community and school events, etc.
· Advocate for default/foreclosure clients to servicers or mortgage lenders as needed 

· Provide financial management and home maintenance education for existing homeowners  

· Educate households seeking assistance with refinance, home improvement or debt consolidation loans

· Engage in continuing education through Neighbor Works America and other national entities.
· Must be willing/able to perform other tasks/duties/projects as needed in support of the business goals of SECDC and its clients.
EDUCATION, KNOWLEDGE, SKILLS and EXPERIENCE

· 4-year college degree from accredited institution preferred. 

· Working experience with lending and/or housing counseling required. 

· HUD Housing certification; if not certified, must be willing/able to attend training institute and obtain certification within three months of hire date
· Competency with PC & windows based software including Microsoft Office, Access, Word, and Excel; Ability to learn other software programs required by the funding agency and/or department
· High degree of effective customer service skills; excellent social skills with an ability to quickly build rapport with clients and other target audiences

· Strong ability to problem solve and work as part of a team
· Effective written and oral communications; proficiency in English and Spanish preferred

· Ability to effectively and persuasively present information and respond to questions from groups of managers, clients, lenders, home seekers, residents and the general public.

· Must have an understanding of high-risk mortgage products associated with foreclosures and the ability to analyze loan documents in order to identify predatory or abusive lending. 

· Ability to read, analyze, and interpret an array of data and procedures.  Must have a strong ability to write effective reports and business correspondence.

· Must be able to effectively manage stressful situations in a calm and professional manner.

· Successful completion of any and all NeighborWorks continuing education counseling courses

· Independent transportation and driver’s license in good standing with the MVA required
EMPLOYEE ACKNOWLEDGMENT 

I have read and understand the essential job requirements and responsibilities described in this Job Description.  I possess the knowledge, skills, abilities and willingness to satisfactorily perform all of the job requirements, with or without reasonable accommodation.  I understand that the contents included in this job description are not intended as a complete list of all responsibilities, duties, skills and abilities required, and nothing in this job description restricts Southeast CDC’s right to assign or reassign duties and responsibilities to this job at any time. 

Further, I understand that my employment relationship with Southeast CDC remains at-will for the duration of my employment, and that my acknowledgement of this Job Description does not guarantee continued employment for any period of time nor is it a guaranty of benefits.

Signature: 








   Date: 



Printed Name: 
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