Milwaukee Habitat for Humanity

Homeowner Support Coordinator

Job Description

	Department:
	Family Services

	Reports to:
	Family Services Director


Mission: 
Seeking to put God's love into action, Milwaukee Habitat for Humanity (MHFH) brings people together to build homes, communities, and hope. Since 1984, MHFH has served over 1,000 families through building and renovating homes. 

Position Overview:
The Homeowner Support Coordinator (HSC) will promote homeownership sustainability; the ability for homeowners to stay in their home long term, be financially capable and engaged in their community.  The HSC will assist homeowners by ensuring successful homeownership through advocacy, homeownership sustainability, homeowner engagement, and community awareness and development.  
Job Tasks and Responsibilities: 
Homeownership Sustainability
· Provide resources to homeowners for the upkeep of their home
· Track and report homeowner participation in any homeownership sustainability activity
· Offer resources for homeowners to receive one-on-one financial counseling 3-6 months post-closing for budgeting to include new monthly expenses 

· Collaborate with Construction and Volunteer Departments to develop curriculum to teach preventative/seasonal home maintenance and offer resources for the beautification and upkeep of their home
· Implement and facilitate post purchase financial literacy programs focusing on  financial management by teaching budgeting, credit awareness, savings, on-time mortgage payments and foreclosure prevention
· Manage and monitor the homeowner punch list and warranty process and be the liaison between Family Services and Construction departments
· Schedule and attend pre and final walk thru appointments with construction
· Recruit Home Preservation (HP) applicants, field inquiries, and gather documents for review. 
Homeowner Engagement
· Engage and re-engage with homeowners post-closing and seek ways to support families
· Establish relationships with homeowners weekly via phone, letter or home visit
· Gather updated contact information for all homeowners for database that tracks homeowner engagement
· Serve as the liaison between homeowners and MHFH
· Inform homeowners on pertinent information, special announcements, celebrations, events and changes within the organizations via Family Services Department newsletter
· Track and report any homeowner participation in any homeowner engagement activity
· Conduct post-closing home visits to complete homeowner survey and address any homeowner concerns
· Respond to homeowner questions or concerns post-closing about homeownership and home warranty
· Create meaningful opportunities to engage with partner families post-closing by recognizing celebrations and milestones; such as sending correspondence to homeowners one month after closing and after loan pay-off
· Recognize homeowner milestones 
· Point person for homeowners attending MHFH sponsored events, special events, projects and community events 
· Enlist homeowners to make referrals for new applicants and serve as a resource to current applicants that have questions on the program and MHFH homeownership
Community Awareness & Development
· Introduce new homeowners to existing Habitat homeowners in their neighborhood
· Assist homeowners in developing skills to address neighbor issues and conflicts

· Respond to homeowner neighborhood safety concerns by introducing them to community resources and law enforcement

· Track homeowner participation in any community awareness and development 

· Connect and assist homeowners with neighborhood organizations and meetings by creating or joining existing neighborhood block/safety groups

· Actively participate and attend neighborhood organization meetings to report on issues pertaining to the neighborhoods and Habitat Homeowners

· Establish relationships with local government, community organizations and businesses
· Create and foster relationships with community organizations and businesses to inform them that new homeowners are moving in

· Shepherd the Habitat Homeowners Association that is governed by Habitat homeowners
Qualifications:
· 2-3 years previous experience with homeowners and community engagement
· Bachelor’s degree, preferred

· Strong community organizing skills and relationship building skills

· Ability to understand and teach Financial Literacy to low-to-moderate income individuals
· Ability to work efficiently with maximum attention to detail; highly organized and able to follow directions

· Willingness to advocate for the mission of Habitat for Humanity; must have an understanding of the challenges facing low income families

· Ability to communicate in clear and concise manner with partner families, staff and outside agencies

· Strong communication skills and ability to speak in front of small and large groups

· Proficient in computer applications, including Microsoft Office

· Some evening and weekend availability required
Disclaimer

The above statements are intended to describe the general nature and level of work being performed by people assigned to this classification.  They are not to be construed as an exhaustive list of all responsibilities, duties, and skills required of personnel so classified. All personnel may be required to perform duties outside of their normal responsibilities from time to time, as needed.
