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Job Title: Housing Counselor (Bilingual)

FLSA Classification: Hourly/Non-Exempt
Position Status: Full Time

Department: Community Empowerment
Supervisory Responsibilities: NA

Reports To: Financial Empowerment Manager

Don't meet every single qualification? Studies have shown that women and people of
colorare lesslikelyto applytojobsunlessthey meeteveryqualification. At Lacasawe are
dedicated to building a diverse, inclusive, and authentic workplace, so if you're excited
about this role but your experience doesn't align perfectly with every qualification in
the job description, we encourage you to apply anyway and letus know why you may be
justtheright candidate for this role.

Job Purpose
Equip people to unlock their potential through meaningful delivery of financial coaching
and education, homeownership counseling, and administering of Individual
Development Accounts (matched savings) for eligible clients. The Housing Counselor is
organized and attentive to clients as well as the corresponding documentation, files, and
reporting requirements. Lacasa Financial Coaches and Housing Counselors are at the front
line of empowering our community to experience stability and success.

Essential Job Duties and Responsibilities
Service delivery

e Become a HUD Certified Housing Counselor within the first 30 days of hire. Training and
support are provided.

e Perform client scheduling, ensuring timely and efficient appointments for intake, follow-
ups, and workshops.

e Provide and facilitate group education workshops in the Master It Series and collaborate
with the team on updates and revisions (homeownership, money management, credit
building, and managing debt).

e Evaluate client eligibility and readiness for Dream$avers IDA program through one-on-
one assessments to help clients access the program and complete it with success.

e Create action plans that support and build client's financial capability using affordability
and financial assessment tools.

e Perform on-going case management to provide service and problem-solving assistance in
the areas of housing counseling and financial capability.

e Align, manage, and assist clients with appropriate and available grants and programs.

e Interact and collaborate with other community partners and Lacasa team members in
pursuit of providing relevant and effective advice to clients.

e Assist other members of the department with document translation and provide
translation services during client appointments to ensure clear communication.

e Assist in the administration and facilitation of other programs as assigned.
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Record-keeping and reporting
e Enterall client activity data in Client Management Systems.
e Ensure the collection of and maintenance of specific information from clients in
accordancewith alllawsand governingorganizations.

Other expectations
e Adopt National Industry Standards Code of Ethics.
e Become familiar with HUD Handbook 7610.1.
e Comply fully with training and continuing education requirements as directed by
supervisor.
e Participate in staff meetings and the Lacasa annual meeting.
e Participateincommunityevents and outreach asdirected by supervisor.

Qualifications
Education
College degree preferred in education, business, finance, or related field, or equivalent
related experience which included exercise of initiative, attention to detail, and
independent judgment.

Experience

e Bilingual required (English and Spanish).

e Goodwritten,reading, andoralcommunication skills.

e Multi-cultural experience preferred.

e Ability to handle sensitive and confidential data with integrity.

e Excellent clerical and computer skills: proficient or advanced skill in Microsoft Suite and
Zoom.

e Record of success with data management.

e Records management principles and practices, and research methods and techniques.

e Able to perform basic mortgage and budgetary math.

e Attention to detail and highly organized, flexibility in adjusting to shifting priorities.

e Able to communicate complex ideas simply and succinctly.

e Careful attention to detail and strong sense of initiative with a process-improvement and
continuous learning mindset.

Performance Factors

e Respect for others and for Lacasa's mission and core values: Respect Human Dignity,
Work Together, Pursue Excellence, Build to Last.

e Demonstrate impartiality and objectivity in all client interactions, presenting information
and resources in a neutral manner that empowers clients to make informed decisions
without influence from personal opinions or biases.

e Excellent written and verbalcommunication

e Problem-solving and solution-driven mindset
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e Knowledge of Lacasa services.

e Outstanding ability to work with people from varying backgrounds and education
levels, broad range of social, economic, cultural, and professional backgrounds.

e Punctual with the ability to handle schedule flexibility.

e Organized with attention todetail.

¢ Quality ofwork.

e Reflects a positive image to staff, clients, and community. Relates graciously with the
public in stressful environments.

Working Conditions

e Some evenings and Saturdaysrequired.

e Able to communicate and exchange information daily in an office setting.

e Accepts moderate noise (i.e., business office with computers, phone, and printers,
light traffic).

e Ability to remain at a computer terminal for an extended period.

e Somelocal travel required. Must provide a personal vehicle with adequate vehicle
liability insurance.

Applicant/Employee Signature Date

Hiring Manager/Supervisor Signature Date

This job description is not designed to cover or contain a comprehensive listing of all
activities, duties, or responsibilities that are required of the employee. Duties,
responsibilities, and activities may change, or new ones may be assigned at any time with
or without notice.



