		

	

		[bookmark: _GoBack]Agency Name
	NeighborWork Waco 

	Job Title
	Homeownership Planner 

	Job Description (including hours and responsibilities)
	Location: 922Franklin Avenue, Waco, Texas Salary: DOE Benefits: Full Paid Health, Dental and Life insurance plan, 401(k), paid vacation, sick leave and holidays Company Description: NeighborWorks Waco was established in 1993 as a statewide not-for-profit that promote homeownership and counseling. The organization mission is to build stronger neighborhoods through homeownership, quality rental housing and community-building initiatives. Position Summary: The HomeOwnership Planner is responsible for housing counseling, homebuyers & financial education, manage residential loan processing and program reporting, as well as the implementation of current and future housing programs. Primary Tasks: • Process each customer application, verifying the accuracy and completeness of each document; Update data on computer system as soon as documents are received. • Prepare, schedule, and conduct application intake and counseling sessions. • Create corrective action plan and determine best resolution for each client. • Handle routine questions from customers. • Assist in lender negotiation/communication when necessary. • Communicate with customers as needed for additional documentation and follow-up. • Obtain all financial documentation, performing income and asset analysis, debt-to-income ratios, and other related calculations. • Maintain records, reports and files, including invoicing procedures for counseling performed. • Participate in outreach activities for potential customers. • Maintain confidentiality at all times for each client’s personal information. • Perform all other duties as assigned. The following information is required and must be emailed: • Resume including additional requirements • Professional reference list with contact information • Cover Letter that explains your interest in working for NeighborWorks Waco and your experiences that are most relevant to the position. For more information regarding the position, please contact Delisa Burnell-Smith via telephone 254.265.6973 or email dsmith@nw-waco.org. The position is open until September 10, 2018. 

	Job Location
	Waco 

	Qualifications
	• Demonstrated ability to work independently and as part of a team, problem solve and be persistent. • Willingness to work a flexible work schedule, including some evenings and weekends. • Excellent organizational skills and the ability to prioritize multiple tasks and duties. • Ability to develop relationships for potential fund development opportunities is essential. • Experience in housing counseling and education preferred. • Exceptional verbal and written communication as well marketing skills. • Strong organizational, follow-up and file management skills. • Knowledge of Homebuyer education procedures and practices. • Strong communication, counseling, and computer skills a must. • Ability to establish and maintain effective working relationships with coworkers, customers, lenders, funders, other agencies, and the public. • Ability to communicate clearly and effectively, both verbally and in writing. • Sensitivity to issues of low-wealth borrowers. • Detailed knowledge of community development programs and resources. • Interpret complex rules and regulations to determine eligibility for products. • Bilingual preferred. 

	Link to application web site (if applicable)
	nw-waco.org 

	Application Contact Name
	Delisa Burnell-Smith 

	Phone
	254 265 6973 

	Email
	dsmith@nw-waco.org 



	






