
 
 

Job Description - Homeownership Advisor 5/4/2020 

 

POSITION DESCRIPTION 
 

Job Title:  Homeownership Advisor 

Reports to:  Chief Program Officer Date Revised: September 2018 

POSITION SUMMARY    

Under the supervision of the Chief Program Officer, the Homeownership Advisor will work with 

the community at large and be responsible for the day-to-day scheduling, implementation and 

delivery of educational and advising programs focused on homeownership. These programs may 

include: financial advising and coaching, pre-purchase advising and homebuyer education and 

Foreclosure Mitigation Counseling. Ultimately, the Homeownership Advisor will utilize tools 

related to budgeting, debt reduction, credit rebuilding to enable our clients to reach their 

homeownership goals. 

PRINCIPAL DUTIES AND RESPONSIBILITIES    

Client Relations and Advising 

 With a focus on quality control and client satisfaction, conducts comprehensive individual 

pre-purchase, financial capability, foreclosure mitigation, and post purchase one-on-one 

advising sessions. Creates action plans to clearly identify next steps required for client to 

stay on track with meeting their goal of homeownership. 

 Conducts home buyer education workshops on topics such as, but not limited to, credit, 

budgeting, mortgage loans, real estate, home inspections, the closing process, and Life as 

a Homeowner in group settings and ensures related administrative compliance.   

 Collects and reviews client documentation to determine program eligibility, mortgage 

readiness, and/or compliance required by funding source.  

 Conducts and maintains schedule for timely and effective case management, as required 

to meet compliance standards. 

 Prepares, maintains and updates client information and case notes into data management 

system on a timely basis with specific attention to detail and accuracy.  

 Utilizes the required tools and systems for assessing mortgage-readiness status, triaging 

customers, identifying obstacles, developing corrective-action plans, assigning customer 

tasks, and facilitating customer progress toward his or her goals. 

 Follows the most current practices in assessing the homeowners’ ability to remain in their 

current home through loan modification, refinance or other appropriate steps.  Identifies 

and connects client to appropriate NWHP or third party resources. 

 Supports new hire training process, as assigned. 
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PRINCIPAL DUTIES AND RESPONSIBILITIES (continued):    

 Maintains schedule of appointments for advising sessions and adheres to process for 

customer follow-up as required by respective housing program(s) and/or Chief Program 

Officer. 

 Creates a hard-copy file for each advising customer that includes the intake form, the 

credit report, and the counselor’s analysis, corrective action plan, income and bank 

statements, and other documents as required by funding source to ensure file compliance. 

 Prepares timely programmatic reporting. 

 Maintains adherence to all guidelines related to the confidentiality. 

 Performs other duties, as assigned. 

 

Professional Development and Certification Requirements 

 Obtains and renews appropriate national, state and local counseling certification. 

o Within six (6) months of the date of hire, obtain HUD Housing Counseling 

Certification.  

o With eighteen (18) months of the date of hire, obtain Individual NeighborWorks 

America Housing Counseling and Education Certifications on required topics from 

certified sources. 

o HO229 Homebuyer Education Certificate - classroom + passing test score 

o HO247 Post-Purchase Programs Certificate - classroom + passing test score 

o HO109 and HO250 - Homeownership Counseling Certificate - classroom + passing 

test score 

o HO345 and HO307/HO320 - Foreclosure Counseling Certificate - classroom + 

passing test score 

o Employee must complete online testing within 30 days of course completion.  

 Attends training seminars and professional development opportunities to ensure and 

maintain highest level of advising expertise for clients. 

o Continuing Education to maintain HUD certification. 

o Continuing Education to maintain NWA certification. 

 

Community Relations 

 Develops and maintains effective working relationships with collaborating agencies and 

other industry partners leveraging relationship building opportunities, where applicable. 

 Participates in internal and external committees and groups, as assigned.   

 Attends outreach sessions and other events to represent NWHP and its’ program as a 

spokesperson in a highly-professional manner, as requested. 

 Recruits professional volunteers (Loan Officer, Realtor, Home Inspector) for workshops. 

 

 



 
 

Job Description - Homeownership Advisor 5/4/2020 

QUALIFICATIONS:    

Required   

 AA/BA/BS degree in Human Services, Social Work, Business, Finance, Housing, Real Estate 

or related field (or equivalent experience).  

 Demonstrated ability to provide effective case management, handle large case loads, and 

a passion to learn new skills/techniques to deliver efficient and successful client outcomes. 

 Proven track record of providing direct service to clients one-on-one or group setting with 

strong emphasis on providing excellent customer experience 

 Strong written, verbal communication and public speaking skills. 

 Experience and ability to work with people of diverse social economic backgrounds with 

the ability to adjust style and pace to meet client or audience needs. 

 Flexible with the ability to manage multiple tasks in high volume work environment. 

 Ability to obtain and maintain necessary professional certifications. 

Desired 

 Experience delivering housing or advising programs in one-on-one and group settings. 

 Experience with homeownership education, advising, Federal housing programs. 

 Computer proficiency – Microsoft Office, CounselorMax, Salesforce or other CRM 

 Fluency in two or more languages (including English). 

Physical and Schedule Requirements 

 Ability to travel and transport educational aids to twin cities area work sites. 

 Must be able to work nights, weekends and on call as necessary. 

 Reasonable accommodations may be made to enable individuals with disabilities to 

perform the assigned and essential functions.  

All employees are responsible for following applicable NeighborWorks Home Partners policies and 

procedures as defined by their manager or Employee Handbook. 

DISCLAIMER: The above statements are intended to describe the general nature and level of work 

performed by employees assigned to this position. They are not intended to be an exhaustive list of 

all duties, responsibilities, and qualifications.  Management reserves the right to change or modify 

such duties as required.   

HR USE ONLY:  

Exempt                     Non-Exempt 

Full-time                   Part-time (# of hours ____) 

Supervisor                Non-Supervisor 

Permanent                Temporary 




