
  Job Description  
 

 

Date: July 1, 2019 

Title: Housing Counselor & Financial Coach 

Reports To: Homebuyer Education Manager 

FLSA Status: Exempt 

Salary: 35-42K based on experience 

 
BASIC JOB FUNCTION 

Housing Counselor works under the direct supervision of the Homebuyer Education Manager. This 

position is responsible for providing professional services in the area of homeownership, financial/credit 

coaching and foreclosure prevention. Following the National Industry Standards of Homeownership and 

HUD guidelines, provide education, information and guidance in order for the client to make an 

educated informed selection of financing options available to them. 

 
Interacts with the lenders/ servicers, advocate for clients in an effort to obtain the best mortgage 

products for homebuyers available and preserve homeownership for existing homeowner at risk of 

foreclosure. Monitors case outcomes, maintain appropriate documentation and prepares related 

reports. 

 
PERFORMANCE MEASURES AND QUALIFICATIONS 

Education and Experience 

 Degree in Business or Nonprofit Management or similar field preferred 

 Or 3+ years in a related field 

 MS Office, Adobe and knowledge of online data management software 

 
Knowledge and Skills 

 Requires the ability to learn multiple customer management systems 

 Familiarity with HUD housing counseling or financial counseling preferred 

 Excellent oral and written communications skills 

 Good organization skills and problem solving, detail oriented 

 Ability to manage relationships with multiple interests 

 Bilingual (Spanish) preferred 

 
PRINCIPAL DUTIES AND RESPONSIBILITIES 

 Become Certified HUD-Housing Counselor (HUD Certification must be obtain by August 1, 2020) 

 Counsels prospective homebuyers, develops individual case plans, budget analysis and provides 

information and referral services and conducts follow-up interviews. 

 Assists in coordination and facilitating homebuyer education courses. 

 Counsels delinquent homeowners on resolution options. Interviews homeowners, develops individual 

case plans, budget analysis, negotiates with lenders, may accompany homeowner to mediation or 



  Job Description  
 

 

meetings with lenders, provides timely, accurate information and referrals and conducts follow-up 

interviews. 

 Completes detailed case notes for each client contact and service provided. 

 Monitors case outcomes, maintains file systems, and enters data. Maintains accurate statistics and 

documentation necessary for programs, measuring program outcomes, and meeting funding 

requirements. Compiles reports for various funding sources 

 Performs regular file audits to ensure compliance with National lndustry Standards and other funders 

and partners 

 Makes eligibility determination for specialty loans and programs. 

 Assist the Housing Counseling Manager with monthly, quarterly and annual reporting to various 

funders & stakeholders 

 Maintains up-to-date referral resources handbook to provide clients accurate and appropriate 

referrals to resources. 

 Participates in program, division, and agency-wide meetings and committees. 

 Represents United Housing at various community and networking events 

 Works with coworkers and volunteers to promote a positive, respectful, and productive working 

environment, while protecting client confidentiality and dignity. 

 Completes assigned tasks and performs related duties as assigned or as the situation dictates 

 Provides excellent customer service at all times as well as helps to grow the customer service culture 

within the agency. 
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Thanks for your interest in United Housing, Inc.’s (UHI) Housing Counselor and Financial Coach 

position. 

 
Please send your resume to Priscilla Reed at preed@uhinc.org 

 

Our mission: To provide quality housing opportunities for Mid-South residents through financial 

education, affordable loan products, home building and renovation, and creating innovative 

partnerships with public, private and nonprofit entities. 

 
UHI’s comprehensive homebuyer education and counseling program benefits existing homeowners and 

first-time homebuyers. The curricula emphasize the fundamental mechanics of financial literacy and 

homeownership. UHI is a HUD-Certified Housing Counseling agency and is the top producer in the state 

of Tennessee for Homebuyer Education programming. 
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