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Organization Description
The Housing & Homeless Coalition of Central New York (HHC) is a non-profit organization working to reducing, preventing, and ultimately ending homelessness in Central New York. The HHC acts as the Collaborative Applicant, Homeless Management Information System and Coordinated Entry Lead for the United States Department of Housing and Urban Development’s (HUD) Continuum of Care (CoC) for Onondaga, Cayuga, and Oswego counties. 

Position Summary
The Housing Support Specialist will operate housing support activities on behalf of the CNY CHANCE project. CHANCE, or Coordinating Housing Assistance and Network for Community Engagement, is an initiative to centralize housing services including but not limited to property owner/manager engagement, implementation of an affordable housing database, and the facilitation of increased exits to safe, affordable housing for people experiencing homelessness. 

The position will support and participate in all the above-mentioned activities. 

Accountability: Housing Services Coordinator  
FLSA: Non-exempt, full time, 37.5 hours/week
Salary Range: $26/hr to $30/hr

Overall Responsibilities
· Perform outreach and engagement efforts to Property Owners/Managers (POMs) in collaboration with the Housing Services Coordinator.
· Establish relationships with POMs to assist in locating appropriate housing and adding units to our housing listing platform (Padmission).
· Provide technical assistance to community agencies with their housing search and placement needs for CHANCE-eligible households.
· Conduct occasional Housing Quality Standards unit inspections.
· Collaborate with the HHC’s Coordinated Entry staff to verify the eligibility of households for benefits offered by the CNY CHANCE program.
· Other duties as assigned.


Position Qualifications
· Bachelor’s Degree preferred and experience working in housing and homelessness programming.
· Experience with leasing, property management, and/or real estate is desired.
· Experience and demonstrated skills in organization and management of multiple projects simultaneously with the ability to set priorities and meet deadlines.
· Proven ability to work with individuals from all levels and backgrounds; recognizes and values diversity; process information with consideration for cultural sensitivities.
· Proficient with MS Windows Office Suite; must have the ability to learn new and/or customized software.
· Ability to work with flexibility and independence.
· Ability to work overtime if necessary.

Skills / Capabilities
· Experience and demonstrated skills in organization and management of multiple projects simultaneously with the ability to set priorities and meet deadlines.
· Experience and ability to coordinate meetings, conduct trainings, and work with coalitions.
· Proven ability to work with individuals from all levels and backgrounds; recognizes and values diversity; process information with consideration for cultural sensitivities.
· Proficient with MS Windows Office Suite; must have the ability to learn new and/or customized software.
· Ability to work with flexibility and independence.
· Excellent verbal interpersonal skills for telephone and in-person communication.
· Strong oral and written English language skills for effective communication using excellent spelling, grammar, and writing skills. Must be able to carefully proof own work.
· Ability to work overtime if necessary.
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