
 
 
 
 
 
 
 
 

Position Title:   Employment and Housing Resource Coordinator 
Department:     Housing Services  
Reports to:        Housing Services Director 
Schedule:           Full time – 40 hrs per week 
 
Summary: 
The Employment and Housing Resource Coordinator, holds primary responsibility to develop resources 
in the Tri-County Area that will support self-sufficiency efforts to participants in DVRC Housing Services, 
specifically employment and housing.  The Employment and Housing Resource Coordinator will assist 
participants in building stability as family’s transition from shelter into independent housing.  
 
Responsibilities 
Employment: 

 Develop a profile of potential employers who would potentially be interested is employing 
participants of DVRC housing services who may face barriers to employment. 

 Develop a profile or establish requirements for potential participants, addressing any barriers to 
employment that participants may face and potential solutions to said barriers.  

 Draft a procedure for matching a potential participant with an employer or job type. 

 Identify resources that could support the participant in their search for work, such as: resume 
writing, interview skills, appropriate dress for interview. 

 
Housing: 

 Working with housing providers and associations, identify property owners and property 
managers who would likely be willing to rent to participants who may face rental barriers such 
as damaged credit, evictions, minimal work history, criminal background, etc. 

 Develop a profile for what might be considered a successful renter and solutions to potential 
barriers. 

 Attend community meetings of housing providers and develop a working relationship with 
members the community. 

 Outreach and communication, specifically with local housing partners. 
 
Other: 

 Ensure that all confidentiality requirements are met. 

 Establish a congenial working relationship with housing staff and other DVRC Departments. 

 Keep accurate case notes and enter data into Osnium as per instructions from the Director of 
Housing Services. 

 All other tasks assigned by supervisor. Job duties are subject to change based on organizational 
needs. 
 
 



 
 
 

Qualifications: 

 Some advanced education preferred. 

 Experience working with people who are seeking employment. 

 Ability to pass a background check. 

 Knowledge of agency and community services that support job seekers. 

 A self-starter who is comfortable contacting, making “cold calls” to potential 
employment/housing providers. 

 Some familiarity with the housing market in the Tri-County area. 

 Understanding how barriers to employment and housing affects clients of DVRC Housing 
Services. 

 Develop an understanding, and the effects, of domestic violence. 
 
Physical Requirements: 

 Manual Dexterity-Regularly 

 Ability to sit and/or stand for long periods of time-Constantly 

 Ability to bend, stoop, push or pull items weighing 25 pounds or less-Occasionally 

 Walking-Ability to move within the office to access files, office machines, etc.-Regularly 

 
Sensory/Cognitive Demands: 

 Hearing, listening, vision, speaking, thinking, memory/recall-Constantly 

 
Reasonable accommodation will be made for individuals with disabilities as required by the ADA and any 
other state laws and regulations. 
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