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Vermont Housing and Conservation Board AmeriCorps 
Housing Resource Specialist
Committee on Temporary Shelter (COTS)
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.
COTS provides emergency shelter, services, and housing for people who are without homes or who are marginally housed. COTS advocates for long-term solutions to end homelessness. We believe: in the value and dignity of every human life; that housing is a fundamental human right; and that emergency shelter is not the solution to homelessness.
The goal of the Housing Resource Specialist is to work with marginally housed individuals and families to stabilize their housing; to assist homeless individuals and families in obtaining housing.

Essential Functions:
· Meet with clients and collect in-take information.

· Assess immediate and short-term needs.

· Make appropriate referrals to assist clients with accessing all available supports.

· Assist clients with paperwork necessary to access resources.

· Assist in administering in-house resources (i.e., security deposit program, housing retention program funds, etc.).

· Work as liaison between clients and landlords and clients and housing agencies to secure new housing or stabilize housing that is in jeopardy. 

· Maintain client files and provide follow up support.
· Develop protocol for and manage ongoing volunteer support / staffing of Housing Resource Room; i.e. client computer, phone and fax access; assistance with client connection to community partners which can aid in the sustainability of housing placement services and similar. 

Marginal Functions
· Participate in outreach / collaboration with other service providers (i.e. financial literacy programs)
· Attend COTS staff meetings and other meetings as necessary.

· Assist with program development.

· Carry out other responsibilities as deemed appropriate by supervisor.

· Conduct data analysis and compile monthly reports.

Desired Qualifications:
· Strong communication skills.

· Strong organizational skills

· Ability to work with diverse client base.

· Basic knowledge of computer programs (Microsoft word, Microsoft Outlook, Excel, Internet Explorer).

· Willingness to provide hands on support to clients (assisting clients move, taking clients to view apartments, etc.).

· Familiarity with local social service agencies.

· Familiarity with social work practices (i.e., confidentiality, boundaries, ethics, etc.).
This position is located at our Housing Resource Center.
Position begins 09/19/2011 and ends 08/17/2012.

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:
Attn: Jobs
Committee on Temporary Shelter (COTS)
179 South Winooski
Burlington, Vermont 05401


Ph:  864-7402
Email: jobs@cotsonline.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.















