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Vermont Housing and Conservation Board AmeriCorps 
Homebuyer Education Coordinator
Champlain Housing Trust
This position is part of the Vermont Housing & Conservation Board AmeriCorps, which places AmeriCorps members in sponsoring non-profit affordable housing and environmental conservation and education organizations around the state.
The Champlain Housing Trust (CHT) is a community land trust that supports strong, vital communities in northwest Vermont through the development and stewardship of permanently affordable homes and associated community assets.

CHT operates permanently affordable rental housing development, property management, and affordable homeownership programs in Chittenden, Franklin and Grand Isle counties. CHT’s HomeOwnership Center is a member of the national NeighborWorks network and offers homebuyer education & counseling, a community land trust program for affordable homeownership, and community-based loan program for low income homeowners funded with Community Development Block Grants.

Essential Functions:
The goal of the Homebuyer Education Coordinator will be to increase and improve upon the services offered to current and future homeowners. Work will focus primarily on assisting with the homebuyer education programs offered at the HomeOwnership Centers in both Chittenden and Franklin/Grand Isle. The overall goal is to help potential homeowners obtain the dream of homeownership, and to ensure that they are successful. 

· Learn the overall workings of CHT and the HomeOwnership Center to develop an understanding of the various homeownership options; with a special emphasis to learn the intricacies and value of homebuyer education.  Provide basic information to people wanting information about CHT. 

· Perform outreach in support of the HomeOwnership Center. Outreach may encompass marketing and advertising, contacting community agencies and organizations, organization and completion of special events, volunteer recruitment, promoting collaborative efforts among organizations/programs, and sponsorship efforts. 

· Organize the logistics for educational groups including coordinate locations in the tri-county region, arrange guest speakers, prepare materials, update the Homebuyer Education workbook, create/updates flyers, inform partners, community members and customers of events and education opportunities, Assist with facilitation of regular monthly workshops and special groups.  Play key role by answering customer questions, help with registrations, schedule participants, send confirmation information, event logistics, site setup, and presenting.

· Follow up tasks for workshop and events such as scheduling appointments, pulling credit reports, preparing files and informational materials, data entry and information management.

· Organize auxiliary workshops on topics such as money management, credit repair, refinance, home maintenance, taxes, etc.
Marginal Functions
· Research, perform, and compile testimonials with interviews and photos of customers and partners

Desired Qualifications:
· Education level – BA preferred or equivalent experience in related field.

· Technical skills – knowledge of real estate and lending practices helpful. 

· Computer proficiency and experience with Microsoft office preferred; good writing, basic math, and superior interpersonal skills.  Prefer someone with public speaking skills or the desire to learn.

· Clean driving record, access to a vehicle with some in-state travel required

· Experience in real estate, lending, community services, or affordable housing preferred.

· Strong desire to provide service to the community, highly motivated, well organized, self-starter, and team player.
Minimum Qualifications:

· Be US citizen (or have permanent resident status; call with questions about this);

· Be at least 18 years of age upon entering the Pre-Service Orientation (there is no upper age limit), or 17 years of age with written parental permission that has been verified by phone;

· Be a high school graduate or have a GED certificate, or be willing to work towards their GED as part of their service-year successful completion requirement.  A member cannot have dropped out of high school to join AmeriCorps.  If a member has a documented medical reason/professional opinion why they cannot finish high school, they might be eligible; call in this case;

· Be committed to the VHCB AmeriCorps program, and its ethic of service and personal and professional development of its participants;

· Have the ability and enthusiasm to drive to, attend, and participate in required trainings and events, and be prepared to drive 2-3 hours each way.
Office environment, own vehicle helpful, some nights and weekends required.

Position begins September 20th, 2010 and ends August 19th, 2011.
This position is Full Time: Requires 1,700 hours for an average of 35.5 hours per week for 11 months.   Member will receive a living allowance of $13, 702 (pre-tax), and an education award of $4,725 (pre-tax) upon successful completion of service.  Other benefits include health insurance, federal school loan forbearance, and various training opportunities.
To Apply: All parts are required and will not be considered unless the application is complete: cover letter, a completed AmeriCorps application, a resume, 2 letters of reference, and a list of 3 references. Send to:
Barbara Geries, Homebuyer Education Manager;   88 King Street, Burlington, VT 05401

802 861 7333     bgeries@getahome.org
AmeriCorps applications are downloadable from the Vermont Housing & Conservation Board AmeriCorps webpage at http://www.vhcb.org/acorps. You may also request a hard copy by contacting Francis Sharpstene at (802) 828 – 3253 or acorps@vhcb.org.
Additional information on AmeriCorps is available at www.americorps.org.
The Vermont Housing & Conservation Board (VHCB) is sponsoring this AmeriCorps position through their AmeriCorps Program. VHCB is an Equal Opportunity Employer.  Positions are open to all applicants without regard to race, color, national origin, ethnicity, disability, age, gender, gender identity, sexual orientation, political affiliation, veteran’s status, religion or creed.















