
HOMEOWNERSHIP SPECIALIST

ESSENTIAL DUTIES AND RESPONSIBILITIES

Manage a caseload of potential homebuyers and existing homeowners
Conduct individual sessions to analyze and evaluate credit, develop a
customized household budget and establish an action plan to assist in
increasing savings, reducing debt and improving credit
Determine options and resources for achieving or retaining affordable
homeownership
Calculate income, debt to income ratios and other related calculations
Create and maintain physical and electronic client files ensuring
compliance guidelines are followed
Ensure accurate and consistent data entry in client management system
Consistently review client pipeline, perform follow-up and close inactive
files as needed
Facilitate Homebuyer Education and Post Purchase workshops and ensure
all presentations and workshop materials remain current
Coordinate Youth Financial Workshops with local schools
Attend trainings to achieve and maintain appropriate certifications
including HUD certification
Maintain a working knowledge of significant developments and trends in
the field
Represent VCCDC at various community events or meetings*
Assist in preparation of reports for program evaluation and funding
requirements 
Other duties and responsibilities may be required 

*Duties have been suspended or altered to follow COVID-19 guidelines

POSITION SUMMARY

Under the supervision of the Director of Program Development &
Administration, the Homeownership Specialist will work with the community
at large and be responsible for the implementation and delivery of VCCDC’s
homeownership educational workshops and counseling programs including
pre-purchase counseling, post-purchase counseling, reverse mortgage
counseling, rental counseling and delinquency and foreclosure prevention
counseling.

ORGANIZATIONAL BACKGROUND

VCCDC was incorporated in 2001 by affordable
housing advocate, the late Rodney Fernandez, as an
independent 501(c)(3 ) to fulfill his vision of
strengthening and sustaining prosperous communities
through mortgage financing, education and financial
literacy. Since then and in his name, co-founder
Bertha Garcia, the Board of Directors and staff have
all worked together to carry on Rodney's vision. The
mission of VCCDC is “To strengthen and sustain
vibrant communities by empowering individuals and
families to build wealth through education and
homeownership with a primary focus on serving low-
to moderate-income clients.”

BENEFITS

Comprehensive benefits package includes choice of
HMO or PPO plan for medical and dental coverage,
vision care, 403b retirement plan, long-term disability
insurance and life insurance. Other benefits include
paid time off and paid holidays.

ESSENTIAL SKILLS

Minimum of 1 year experience in case management or similar role
Experience in mortgage lending highly desirable
Strong desire to help others
Bachelor degree preferred
Bilingual preferred (English/Spanish)
Excellent public speaking
Solid verbal and written communication skills
Solid interpersonal skills
Effective organizational skills and a high level of attention to detail
Ability to quickly learn new client management systems
Ability to learn basic to intermediate mortgage related calculations
Ability to prioritize and manage various projects
Proficiency in  Microsoft Office and video conferencing platforms
Flexibility to work one Saturday and one to two evenings per month

CONTACT

All qualified persons should fax or email resume to:
VCCDC - Attn: Keily Victoria
(805) 604-1359
kvictoria@vccdc.org

This job announcement is not intended to be an all-
inclusive list of duties and standards of the position. 
Incumbents will follow any other instructions, and
perform any other related duties, as assigned by their
supervisor. VCCDC will provide reasonable
accommodation when requested by a qualified
applicant or employee with a disability, unless such
accommodation would cause an undue hardship.

VCCDC is an Equal Opportunity Employer

SALARY

Salary starting at $19/hour

Full-time position

Salary dependent on experience


