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Vermont Housing and Conservation Board AmeriCorps 
Counseling & Education Program Assistant
NeighborWorks of Western Vermont
110 Marble Street
West Rutland, VT 05777
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 goal of this position is to assist staff in providing thorough services to clients within the service area. The service area is primarily defined as Bennington, Addison & Rutland Counties. The focused program areas are housed in the homeownership center and include counseling and educational services in Home Purchase, Pre-Purchase, Post Purchase, Reverse Mortgage, Financial Literacy and Delinquency and Foreclosure. 
Essential Functions of Position:
· Preliminary and/or secondary “Intake” services for all programs noted above. Intakes may be taken in person, by phone by US Mail or using internet email. Referrals will be made to the appropriate program staff internally and externally to community resources when appropriate.

· Assist Homeownership Counselor and Delinquency and Foreclosure Counselor with class registration and one on one counseling preparation. May include obtaining and interpreting credit bureau reports for program participants. 

· Create, maintain and distribute educational materials for offered classes and/or orientations for Home Buyer Education, Post Purchase Education, Financial Literacy, Home Equity Conversion Mortgage, Delinquency and Foreclosure and any other custom designed educational opportunities.
· Record client information into NWWVT database management system, Counselor Max and provide assistance to program staff in continued development and maintenance of client tracking and reporting systems.
· Mobilize volunteers for NeighborWorks Week to coordinate and disseminate information on the selected theme. Often coincides with the local area High School YES plan (Year End Studies) where volunteers do community service over a 2 week time frame. 

· Assist in implementing and maintaining an outreach program with individuals, agency partners and community services for continued support of programs through sponsorship and volunteers.

· Create and distribute the quarterly NeighborWorks®of Western Vermont newsletter.

Marginal Functions of Position:
· Provide temporary support for other programs and/or departments as needed.
Desired Qualifications:
· Comfortable and capable of effective communication with all members of society. Possessing good listening skills and patience as well as a sense of humor is vitally important.

· Strong organizational skills and having a strong attention to detail is imperative. Competent in MicroSoft Office, including but not limited to MicroSoft Word, PowerPoint and Excel.
· Primary service hours will be from 9:00am – 4:00pm however, some flexibility on weekday evenings and/or Saturdays for educational workshop attendance is required.  A commitment of 35.5 hours per week is expected according to VHCB/AmeriCorps full-time member service requirement.
· We are a dog friendly organization. Dogs will be present in your service environment. A comfort level with this is essential.

· On the job training is offered and training may include attendance at a NeighborWorks National Training Institute.

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.

Service will be performed primarily in an office setting.
Position begins September 2011 and ends August 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 $5,350 (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:

Mary Cohen


Director of Homeownership Services



NeighborWorks of Western Vermont



110 Marble Street



West Rutland, VT 05777

Application deadline: August 31, 2011
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.
