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Keeping Adults Connected
to Their Communities.

Since 1953,



JOB ANNOUNCEMENT – November 4, 2011
POSITION TITLE:
Housing Coordinator

DEPARTMENT:
North County Senior Homeless 

Program and Case Management

REPORT TO:
Director of Recovery

____________________________________________________

PROGRAM OVERVIEW

North County Full Service Partnership and Case Management programs provide dynamic outpatient mental health and social services to adults/older adults in need.  Services include specialty mental health and targeted case management services; psychiatric services; housing supportive services; and more.
I.
POSITION OVERVIEW
Under the supervision of the Director of Recovery Services,  the Housing Coordinator is a member of the treatment team and provides comprehensive housing supportive services and mental health rehabilitative support to partners in need of an array of housing supportive services including supporting housing choices for partners; maintaining listings of available housing; developing relationships with landlords and property managers; advocating and negotiating with landlords on behalf of clients; tenant education and housing counseling; tracking and reporting on client progress and providing housing retention support; transitioning partners from BACS subsidies to public support; managing disputes and conflict resolution; and providing comprehensive mental health rehabilitative support to partners.
II.
DUTIES AND RESPONSIBILITIES (*Essential Functions)
1. Provide direct services to partners in a “whatever it takes,” needs driven, 24/7 model, including: assessment, planning, intervention, support, and transition planning.  May carry a small unique caseload of partners in addition to providing individualized, strength-based, consumer-driven comprehensive housing supportive services to partners enrolled in North County and Case Management programs.  Document all mental health and case management services in electronic medical record and maintain high quality.  Meet established productivity standards.  Participate in shared on-call crisis intervention responsibility on a rotational basis with staff.
2. Provide expertise in the area of housing supporting services to agency staff to include legal, administrative, and compliance/regulatory housing functions.
3. Establish and maintain solid working relationships with housing providers including establishment and maintenance of agreements with property managers, county housing programs, and other creative alternatives to housing resources.  Create resource portfolio of housing options for partners that is always current.
4. Responsible for oversight and procurement of appropriate temporary and permanent housing resources for partners based on choice and need.
5. Negotiate and administer rental agreements and master leases with housing providers. 

6. Conduct required housing quality inspection of units/properties inhabited by partners and work with property managers to resolve inspection issues.  

7. Initiate and complete eviction procedures as needed for partners.
8. Create presence for BACS in the community as an expert in housing provision and management services.  Integrate current best practices of housing models.

9. Maintain all administrative procedures, tracking, and documentation for the housing function.

10. Manage intake and discharge process for housing at supported independent living and non-BACS owned properties.

11. Other duties as assigned.
III.
QUALIFICATIONS

Bachelor’s Degree and four years direct service experience working with people living with severe mental illness or emotional disturbance.  Master’s degree in social science and registration with the Board of Behavioral Sciences may be substituted for two years of direct experience.  Demonstrated experience addressing the housing needs of individuals of different cultures, genders, sexual orientations/identities and languages required. Excellent verbal and written communication skills required.  Medi-Cal documentation skills required.  Ability to work individually and cooperatively with a team required.  Must be able to maintain a flexible work schedule in accordance with partner and program needs.  Fluency with the principles of social rehabilitation model as well as dynamics of individual, family and group work preferred.    Bi-lingual/bi-cultural applicants preferred.

IV.
REQUIRED LICENSES AND CERTIFICATES
Must have a valid California Driver's License, verification of personal vehicle insurance coverage and a driving record acceptable to the Agency's insurance company.

V. 
CLASSIFICATION: Non-Exempt, Hourly. Full Time at 37.5 hours/week.

VI.
COMPENSATION: : Wage: Commensurate with background and experience. Benefits include 10 days annual leave, 12 days sick leave, 10 holidays, 2.5 personal days, fully paid medical, dental, vision, life insurance; voluntary optional 403(b) salary deferral retirement plan. 


APPLICATION:
Send resume and cover letter to: 

Human Resources

Bay Area Community Services
1814 Franklin Street, 4th floor
Email: bacshr@bayareacs.org                     

Fax: 510-569-4589
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