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Troy Community Works!






     
www.troycommunity.com
Housing Counselor – Job Description

Troy Community Works! seeks a part-time comprehensive housing counselor for our Homeowner Center to fulfill the responsibilities described below.  This part-time position has flexible hours ranging from 15-20 hours per week with a minimum of two days per week to be spent in the TCW office located in Troy, OH.  Compensation is based on experience and includes training expenses.  The candidate must be proficient with math, have good verbal and written communication skills, be analytical, self-motivated, able to confidently exercise independent judgment and want to make a difference in the community. Preference given to those who live in or near Miami County.

Qualifications: 
B.A. or B.S. in Business or related field or equivalent experience. Background in the mortgage/home finance industry is preferred. 
Proficient in Microsoft Word and Microsoft Excel 
Must be detail oriented, able to multi-task, have good interpersonal skills and be able to work in a team, but also able to confidently exercise discretion and independent judgment to assist homebuyers and homeowners. 
Must be interested in working for a non-profit organization.  
May require some evenings and/or weekends

Other helpful skills: 

Desire to develop the position to full time to include more comprehensive homebuyer education;
Counseling and/or legal background (such as social work or family counseling).
Responsibilities: 

· Participation in a HUD approved training course to become a certified housing counselor (some travel required)
· Counseling Miami County residents in pre-foreclosure or foreclosure and informing them of their options.  This may include: 
· Packaging mortgages and refinancing loans
· Contacting lenders
· Coordinating with the Miami County Courts, Miami County Bar Association, local attorneys and Legal Aid of Western Ohio to provide legal counsel to clients.
· Use the HUD approved software Home Counselor Online to track client data.  
· Maintain program files and records for use in reporting.
· Conducting outreach and marketing agency’s counseling services and educational programs to potential homeowners that may be facing foreclosure.
· Establishing and maintaining relationships with lending institutions.
· Submitting completed reports to funders and supervisors in a timely manner.
· Working with the executive director and board of TCW to develop a comprehensive homebuyer education program that could include but not limited to budgeting and savings, qualifying for a mortgage or refinance, reverse mortgages, home equity loan, mortgage and other loan terms, credit and debt counseling, legal aspects of home buying, etc. 


Candidates with extensive experience in other areas, but with a commitment to the core values and mission of TCW are encouraged to apply.  TCW is an equal opportunity employer. Send resume & cover letter to Martha Harris, Executive Director of Troy Community Works! 315 Public Sq. #215 Troy, OH 45373 or mharris@troycommunity.com
315 Public Square # 215
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937 339-1014








