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Position: High Impact Housing Coordinator
FLSA Status:  Exempt
Job Status: Full Time
Reports To: Landlord Engagement Manager
Supervises: None

The High Impact Housing Coordinator is part of the Housing Department. This position will operate in the day-to-day activities of the High Impact Master Lease program and provide direct rental housing system support to landlords, case managers, and other members of the cross-sector High Impact team. All employees are expected to contribute to a positive workplace culture that creates an environment of collaboration and in alignment with organizational values.

Reasonable Accommodations Statement 
To accomplish this job successfully, an individual must be able to perform, with or without reasonable accommodation, each essential function satisfactorily. Reasonable accommodations may be made to help enable qualified individuals with disabilities to perform the essential functions. 

ESSENTIAL DUTIES AND RESPONSIBILITIES
· Cultivate and manage master lease agreements with landlords and/or property management staff throughout the community.
· Attend and actively participate in High Impact meetings for the purpose of housing availability, application updates, violation proceedings, unit acquisition needs as needed.
· Conduct unit move-in inspections using NSPIRE standards.
· Conduct regular site visits to ensure maintenance and habitability standards are being maintained in leased units throughout Tarrant County.
· Assist Housing Case Managers with client application paperwork and move-in process.
· Tenant leasing file management.
· Maintain Housing Case Manager and Landlord relationships to support successful housing outcomes.
· Schedule maintenance work for all High Impact units as needed with pre-approved vendors of Partnership Home.
· Process all invoices for Partnership Home master leased units while adhering to internal processing standards.






QUALIFICATIONS
· High School Diploma or GED
· Previous experience in real estate, property management or system operations
· Local rental housing market knowledge strongly preferred 
· Experience in scheduling, or project management helpful
· NSPIRE inspection certified or be able to maintain certification within 90 days of hire date

COMPETENCIES 
· High degree of computer literacy, including experience in all Microsoft tools
· Excellent oral and written communication and customer service minded skills
· Solution oriented and ability to work cross-system for client centered outcomes
· Ability to work in a fast-paced position while prioritizing tasks

WORK BEHAVIORS
· Represent Partnership Home in a professional manner at all times
· Desire and commitment to prevent and end homelessness
· Maintain confidentiality of clients housed within Partnership Home Master Leased units.
· Maintain high ethical standards and professional boundaries with partners, landlords, property staff, occupants of Partnership Home managed units, and any other individuals this position requires interacting with
· Work collaboratively with other personnel and/or service providers or professionals
· Provide solution-oriented responses to Landlords, Property Management staff or Owners
· Willingness to collaborate internally and cross-system to ensure best use of program resources

GALLUP CLIFTON STRENGTHS ALIGNMENT
· Adaptability
· Responsibility
· Communication
· Focus
· Discipline

WORK ENVIRONMENT 
Mobile setting with the ability and comfortability to complete tasks in different environments. Position will have dedicated office space but work also includes a substantial amount of field work. Occasional after hours and off-schedule time will be required to support major projects and special events, such as the annual point-in-time Homeless Count. 





STATEMENT ON DIVERSITY 
The staff, customers, stakeholders, and colleagues of Partnership Home reflect the diversity of our community. Partnership Home’s services conform to Federal Fair Housing Laws and the City of Fort Worth's public policies on non-discrimination.  Employees of Partnership Home are expected to treat all persons with dignity and respect without regard to race, creed, color, sex, religion, disability, mental illness and/ or addictions (diagnosed or not), age, national origin, familial status, source of income, criminal background, sexual orientation, gender identity or gender expression.
[bookmark: _Hlk7077405]
	[bookmark: _Hlk7079577]The company has reviewed this job description to ensure that essential functions and basic duties have been included. It is intended to provide guidelines for job expectations and the employee's ability to perform the position described. It is not intended to be construed as an exhaustive list of all functions, responsibilities, skills and abilities. Additional functions and requirements may be assigned by supervisors as deemed appropriate. This document does not represent a contract of employment, and the company reserves the right to change this job description and/or assign tasks for the employee to perform, as the company may deem appropriate.
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If you are interested in applying for this position, please send your resume and cover letter to Kimberly Doty <kimberly@ahomewithhope.org>
2601 Scott Ave #504 Fort Worth, TX 76103
www.ahomewithhope.org | 817.996.8800
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