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Job Title: Housing Counseling Intake Coordinator

Reports to: Director of Housing Counseling Programs

Location: White Plains, NY

Employment Type/Salary: Full-Time, $50,000-$52,000 annually

Westchester Residential Opportunities (WRO) is a nonprofit organization located in White Plains, New
York whose mission is to promote fair, affordable and accessible housing for all individuals in the lower
Hudson Valley region.

Position Summary

The Housing Intake Coordinator serves as the first point of contact for individuals seeking housing
assistance and related services. This position is responsible for conducting initial client intake, screening
for program eligibility, collecting required documentation, and connecting clients with appropriate
housing counseling or assistance programs. The Intake Coordinator ensures accurate data entry,
maintains organized client records, and provides excellent customer service to individuals and families
seeking housing support.

Key Responsibilities
Client Intake and Assessment

e Serve as the first point of contact for individuals seeking housing services via phone, email, or in
person.

e Conduct initial intake interviews to assess client needs and determine eligibility for housing
programs.

e Explain available services including housing counseling, rental assistance, foreclosure prevention,
and homebuyer education.

e Schedule appointments for housing counselors and program staff.

Client Documentation and Data Management

e Collect required client documentation including income verification, identification, and housing
information.

e Enter and maintain accurate client records in agency databases or systems such as HMIS or
housing counseling management systems.

e Ensure all client files comply with program guidelines and funding requirements.
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Client Support and Referrals

e Provide general housing information and referrals to appropriate internal programs or external
community resources.

e Assist clients with completing required forms and applications.

e Maintain a professional, respectful, and supportive approach when working with diverse
populations.

Program Support
e Assist program staff with maintaining organized client files and records.
e Track intake statistics and assist with program reporting when needed.
e Support outreach activities, workshops, and housing education programs as assigned.

Compliance

e Ensure all intake procedures follow organizational policies and program regulations.
e Maintain confidentiality of client information.

Qualifications
Education

e Associate or Bachelor's degree in social services, public administration, housing, or a related field
preferred.

Experience

e 1-3 years of experience in nonprofit services, housing programs, customer service, or case
management support preferred.
e Experience working with diverse populations and underserved communities.

Skills and Competencies

e Strong interpersonal and customer service skills

e Excellent organizational and administrative skills

e Ability to handle sensitive and confidential information

e Strong data entry and computer skills (Microsoft Office, databases, HMIS or similar systems)
e Ability to communicate clearly both verbally and in writing
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e Ability to work in a fast-paced environment and manage multiple tasks

Preferred Qualifications

¢ Knowledge of housing counseling programs such as rental assistance, foreclosure prevention, or
homebuyer education

e Experience with housing databases or client management systems
e Bilingual Spanish, a plus

Work Environment:

This position is 100% in-office Monday-Friday, 9a-5p. This position may involve a mix of office-
based work and occasional community outreach activities. Some evening or weekend hours may
be required for events or workshops.

How to Apply:
Please email a resume and cover letter as a PDF or Word attachment, along with salary expectations,
referencing Housing Counseling Intake Coordinator in the subject line to payroll@wroinc.org

WRO is an Equal Opportunity Employer
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