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Job Description

	JOB TITLE:
	Housing Resource Assistant 

	CLASSIFICATION:
	08
	EXEMPT (Y/N):
	N

	SUPERVISOR:
	Homeless and Housing Manager
	DATE PREPARED:
	2-13-26

	
	

	SUMMARY:

	This position operates under the supervision of the Homeless and Housing Manager, the Housing Resource Assistant conducts intake and assessments, provides housing related case management, networks with community leaders, represents SMCAA at meetings, makes presentations to groups, prepares reports, and maintains appropriate files. He/she must be familiar with housing programs, subsidized housing projects, landlord organizations, leases, rental procedures, tenant rights, Fair Housing, Housing Choice Voucher (HCV), and available rental housing. 

The ideal candidate will be innovative, have strong communication and interpersonal skills, be self-motivating and productive, and enjoy being part of a team that is helping his/her community. 


	ESSENTIAL DUTIES AND RESPONSIBILITIES: To perform this job successfully, an individual must be able to perform each essential function satisfactorily.  The requirements listed below are representative of the knowledge, skill and/or ability required:

	· Conduct intake and assessment on clients who are homeless or at risk of homelessness
· Assist clients in locating and securing safe, affordable housing including assistance with required paperwork and applications
· Provide appropriate referrals to all services for which clients may be eligible
· Maintain a relationship with area landlords, advocating for low-income people
· Serve as liaison between clients and their landlord as needed to help mitigate crises or resolve conflict
· Provide housing case management to SMCAA’s housing stabilization programs in Cass and Van Buren Counties
· Travel though out the service area as needed.
· Overnight travel may be required for training and certification purposes.
· Advocate for safe, affordable housing in the tri-county area
· Assist in case-management of homeless shelter participants
· Provide back-up and support for all Homeless and Housing programs, projects, and services and act as a valuable team player of the Homeless and Housing department as requested
· Performs all other job-related duties as assigned by program manager

The above statements are intended to describe the general nature of the work being performed by a person in this position. They are not to be construed as an exhaustive list of all duties that may be performed by such a person.


	SUPERVISORY RESPONSIBILITIES:

	None


	EDUCATION AND/OR EXPERIENCE:

	· Bachelor’s degree in social work, behavioral sciences, or a related field; or two (2) to three (3) years relevant professional experience preferred.
· Previous experience in real estate, landlord/tenant relations, fair housing government housing, or social services preferred.


	REQUIRED SKILLS: There may be Agency-provided training to a qualifying applicant. Not all stated requirements may be a disqualifier.

	· Computer experience preferred; ability to operate routine office equipment; familiar with filing systems and database input.
· Strong interpersonal skills with people from all socioeconomic backgrounds.
· Familiar with leases and related documents preferred.


	PREFERRED SKILLS: A qualifying applicant may become competent in these skills given successful performance of this position. 

	· Knowledgeable on the nonprofit sector, Community Action, SMCAA and its programs, and of federal and state programming regulations.


	CERTIFICATES, LICENSES, REGISTRATIONS:

	· Possession of a valid Michigan driver’s license and an operable insured automobile for authorized travel is required. 
· Certified in Homeless Management Information System (HMIS) within 30 days of hire.
· Certified in Housing Quality Standards Inspection (HQS) within one year of hire.



	REQUIRED SCREENINGS:

	· Satisfactorily pass a review of criminal history check including Michigan’s Internet Criminal History Access Tool (ICHAT), National Sex Offender Registry, Michigan Public Sex Offender Registry, Central Registry (DHHS Clearance), and others as appropriate. 
· Satisfactorily pass a Motor Vehicle Record (MVR) search.
· Satisfactorily results in physical and drug testing following State of Michigan and Federal laws.  May also include specified program’s funding source regulations and/or guidelines.


	PHYSICAL DEMANDS: The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job:

	· Regularly required to talk and/or hear
· Frequently required to sit; occasionally required to stand, walk, use hands-to-finger, handle or feel objects, tools, or controls, reach with hands and arms, and stoop, kneel, or crouch
· May be required to life 25 pounds


	WORK ENVIRONMENT: The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job:

	· Noise level in this environment is usually moderately quiet 


	GRANT OR EXTERNALLY FUNDED POSITION:

	This position will continue only if sufficient grant or external funds are provided.


	

	Reasonable accommodations may be made to enable individuals with disabilities to perform all the essential functions described above for this particular job position.
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Moody on the Market’s 20 Best Place to Work 2022 Awardee
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Southwest Michigan Community Action Agency (SMCAA) is dedicated to empowering
Individuals and families in need and supporting their journey towards economic security.
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