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Housing Solutions of Northern Arizona
Job Description

Position Title: 		Housing Assistance Programs Assistant

Employment Details:	Full-time – Approx. 40 hrs/wk
				Monday – Friday; 8 a.m. to 5 p.m.
				Occasionally flex hours due to special events
				Exempt Position
				Starting Salary Range: $45,000 to $47,000 annually DOE
				Benefit eligible

Job Location:			1500 E. Cedar Ave., Ste. 86
				Flagstaff, AZ 86004

Housing Solutions of Northern Arizona History:
Housing Solutions of Northern Arizona, Inc., is a local 501(c)3 nonprofit organization whose mission is to build opportunity for sustainable, affordable housing in northern Arizona. Founded in 1990, as the Affordable Housing Coalition and previously known as BOTHANDS, the organization’s main programs include housing counseling, construction of affordable housing, affordable rental housing and transitional housing for homeless households at Sharon Manor and JoJo’s Place. The Mission of Housing Solutions of Northern Arizona is to build opportunity for sustainable affordable housing in Northern Arizona. 

Housing Solutions of Northern Arizona’s Non-Discrimination Policy:
Housing Solutions of Northern Arizona, Inc. is an equal opportunity employer and provides equal employment opportunities to otherwise qualified individuals without regard to age, race, color, gender, sex, pregnancy, sexual orientation, ethnicity, national origin, religion, marital or familial status, disability, or veteran status. The practice of non-discrimination applies to all employees, volunteers, applicants for employment and applicants for volunteer opportunities, and to all terms and conditions of employment.

Summary:
Responsible for support and organization of the HSNA’s Homebuyer Assistance Programs, which include HUD-approved housing counseling and administration of down payment/closing cost assistance programs. This person will be responsible for providing general program information to the public, intake for housing counseling and down payment/closing cost assistance clients, document gathering for purposes of eligibility determination, file close out and general administrative support to HSNA’s Housing Counselor(s). May include travel to Cottonwood/Sedona areas to represent HSNA and provide general information to the public. Reports directly to HAP Program Manager.

Essential Duties and Responsibilities:
· Providing general program information to the public regarding HSNA’s housing counseling services and down payment/closing cost assistance programs. 
· Client intake for housing counseling/downpayment & closing cost assistance.
· Work directly with clients to gather documents for the purpose of determining eligibility for down payment/closing cost assistance. 
· Audit client files to ensure completeness and compliance with funder guidelines.
· File close out, including conducting client satisfaction surveys. 
· Attend outreach events, representing HSNA to the public. 
· Customer service – answer phones and handle walk-in requests for service, as needed.
· Data entry in HSNA’s client management system.
· Assist with regular grant reporting and billing. 
· Coordinate changes to program design with marketing department, as necessary.
· Other duties as assigned.

Minimum Qualifications:
Three years’ experience in business administration, nonprofit, customer-service or related field.
	Computer literate – Microsoft Word, Excel, other database programs.
	Able to work effectively in team environment.
	Able to work independently. 
Good interpersonal skills.
	Detail oriented.
	Good oral and written communication skills.
	Good judgment.
	Ability to lift 25 pounds.

Preferred Qualifications:
	Bilingual in Spanish
	Experience in housing or nonprofit organization
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