Job Title: Counselor
Reports To: Director of Housing Services
Position Summary: 

To conduct counseling, investigative and educational activities related to foreclosure prevention in Kent County as part of the agency’s fair housing team, and to provide firs-line intake and administrative support.

Duties and Responsibilities: 

FORECLOSURE INTERVENTION/PREDATORY LENDING INTAKE AND REFERRAL

~Conduct intake and assessment of predatory lending; recue fraud and other foreclosure complaints

~Schedule counseling appointments

~Verify application is complete and clients are prepared for counseling appointments

~Review loan documentation and make referrals to counseling, legal or financial organizations as needed on behalf of complainants

~Provide individualized credit counseling services

~Maintain up-to-date information on lending and homebuyer assistance programs

~Initiate marketing necessary to locate victims of predatory lending, rescue fraud and foreclosure

~Assist with follow-up on case disposition and program evaluation

~Efficiently manage administrative work in support of the Counseling Program

~Maintain detailed files

~Assist with data entry in the management of the Housing counseling database

~Assist in answering phones and provide housing information, referral and assistance to callers determining needs of the client and assessing to route to counselor or another agency
~Assist as requested in organizing agency educational forums and events

~Provide the highest level of customer service

~Maintain the highest level of confidentiality

~Compose letters and memos independently or in accordance with instructions

~Organize and file correspondence, reports, journals and materials

~Conduct other duties as assigned

Requirements:

~High School Diploma or GED/College Level Courses
~Background in social services, human services or customer service

~Must be proficient with desktop computers (Microsoft Word, Excel and Outlook with the ability to learn other applications

~Highly personable, team player and able to work with people of different races, ages, abilities and backgrounds
~Highly detail-oriented and organized

~Strong oral and written communication skills

~Knowledge of Spanish desirable

Salary: AmeriCorps Living Stipend $18,000 + benefits and an educational award of $4,725

Send your cover letter and resume to:

Venessa Remo at venessa@lcgr.net or fax to 616-451-0615

No phone calls please
