Outreach
Job Descriptions

Housing Connections Specialist
Micah Ecumenical Ministries
The Housing Connections Specialist is responsible to the Re-housing Navigator for connecting guests to
appropriate housing resources, including prevention, shelter, permanent housing and related support. The
Housing Connections Specialist manages Micah’s arm of the community coordinated assessment process and
also serves as the primary navigator for those experiencing street homelessness. The end goal for the Housing
Connections Specialist is to address housing instability, whenever possible, with diversion, prevention or shelter
options first, then support those who end up on the street with the most appropriate assistance for regaining
housing quickly. This includes supporting guest efforts to self-resolve and identifying those who have been
unable to do so for more holistic support.
Responsibilities include:
Connect guests to appropriate housing resources
• Triage guests seeking access to housing support, referring to prevention and shelter as appropriate or
setting up for Micah services if not eligible or interested in shelter.
• Appropriately refer those who could be better served by other programs in the community, using
volunteers to assist when possible.
• Address immediate health and safety concerns identified at intake
• Serve as an active resource for shelter and housing-related needs of housing stabilization center guests
• Monitor active housing stabilization center guest list, and ensure that program participant data is
updated as appropriate.
Support housing prioritization process
• Work with the Re-housing Navigator, PATH Outreach worker and Hospitality Navigator to identify
candidates for the holistic support of street case management.
• Schedule and conduct initial meeting with guests identified for street case management and establish
housing-focused goals.
• Facilitate warm hand offs to appropriate resources (i.e. Job help center, SOAR, moss clinic) to assist
street case management guests to assist in achieving goals while they are being processed for housing.
• Assist street case management guests with transportation to goal-related appointments, as necessary.
• Meet with street case management guests at least weekly to assess needs and progress on goals.
• Maintain an understanding of possible shared housing matches to guide re-housing navigator in his/her
placement decisions.
• Track and document progress of street case management guests in HMIS.
• Represents Micah at community by-name list meetings.
Team Participation
•
•
•
•
•
•

Participates in staff meetings and other group activities essential for operations
Participates in team discussions on client progress and lack of progress, and helps to develop possible
solutions to ensure best support for the client’s success.
Promotes good community relations and utilizes community services and resources.
Attends scheduled training programs for professional development that includes, at a minimum,
trainings required by Micah and by regulatory and accrediting bodies.
Assumes on-call responsibility as assigned.
Performs other duties as assigned.

Knowledge and Skills
Understanding of community resources; experience in office management; basic computer skills; good written
and verbal communication skills; ability to develop relationships with clients and assist them through clear
processes; familiarity and comfort working with volunteers. Must be a self-initiator, have organization skills
and be able to problem-solve. Interest in serving the homeless population is of paramount importance.
Qualifications
Minimum high school diploma, with one year working with people experiencing mental illness and cooccurring substance use. Demonstrated knowledge of skills in behavioral health, community rehabilitation, case
management and resource acquisition, including entitlement programs.
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____________________________________
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Job Description
Job Title
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Reports To
Salary Grade Level
FLSA Status
Effective Date

Housing Counselor II -- Fredericksburg Homelessness Prevention System
Coordinated Entry, Diversion and Prevention
Homeless Services
Director of Homeless Services
6
Non-exempt
March 2018

Position Summary:
Northern Virginia Family Service provides a comprehensive set of services designed to address the root
cause of poverty and homelessness within the Northern Virginia area. Housing Counselors provide
intake; coordinate and monitor the assessment, treatment/intervention planning process and follow-up
for each client; serves as an advocate and liaison for and on behalf of client.
The Housing Counselor II will provide assistance in building client self-sufficiency around family
systems, housing, budgeting, employment, educational training, health, and other human services, with
an emphasis on long-term economic and housing stability in keeping with the Housing 1st goals. The
Housing Counselor II will be assigned to residential or community based clients through Fredericksburg
Continuum of Care
This position is based in Fredericksburg and will coordinate services with the Fredericksburg Continuum
of Care (CoC). The program will be administered and overseen by NVFS leadership in Oakton, VA, in
coordination with Fredericksburg CoC partners.
All NVFS employees are expected to demonstrate the organizational values and sensitivity to the
diversity of the organization’s client base.
Essential Job Duties:
• Duties for Fredericksburg Housing Counselors (all positions) may include:
o Conduct comprehensive initial screening process to determine eligibility for program
services, providing assessment, intake and enrollment where appropriate.
o Manage a caseload of specific clients including developing Service Goal Plan,
budgeting, and monitoring of client’s compliance with program rules.
o Conduct and document client meetings to monitor progress.
o Conduct phone follow-up after completion of the program.
o Conduct outreach and establish network of community resources and services.
o Facilitate support-educational groups to educate clients on various issues including
basics of renting, fair housing, self-esteem, safety, parenting, child care, nutrition,
money management, credit counseling, home maintenance, and good housekeeping
skills.
o Make referrals to other services as needed and work with other community providers
to provide collaborative services to clients.
o Conduct unit inspections to ensure compliance with safety and federal/funder
regulations.
o Conduct and document home visits to document progress and ensure that clients still
meet program guidelines and eligibility.
o Process re-certifications as per funder’s requirements.
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Job Description
o
o
o
o
o
o
o
o

Outreach to landlords for mediation, negotiation, and tenant relations.
Monitor direct assistance that can be used for financial support, rent, utility, and
security deposit payments.
Compile and prepare appropriate tenant/landlord contracts and landlord check request
payments to ensure timely delivery.
Participate in regular supervision with Program Manager by providing regular updates
and preparing case presentations.
Maintains client files in accordance with program requirements and NVFS guidelines.
Maintain current level of knowledge on program software and other information on
housing assistance programs.
Comply with the Standards and Ethics for Housing Counseling
Responsible for maintaining certification CEUs if certified.

Supervisory Responsibilities: May supervisor interns or volunteers
Qualification Requirements: To perform this job successfully, an individual must be able to perform each
essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability
required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential
functions.
• Must have one of the following:
o Bachelor’s degree in Social Work from an accredited college or university with one (1)
year of case management experience OR
o Associate’s degree with at least two (2) years related work experience.
• Housing Counselor Certification a plus
• Bilingual English and Spanish skills preferred.
• Proficiency in Microsoft Office suite
Must demonstrate the following:
• Ability to function independently and have flexibility
• Client service orientation
• Personal integrity and confidentiality
• Ability to respond to stressful situations in a professional manner
• Ability to make independent decisions when circumstances warrant such action
• Highly organized, detail-oriented, and able to work in a fast-paced environment
• Knowledge in entering and retrieving data using computer systems, systems applications, and
other office equipment.
Special Requirements: Due to licensing/insurance requirements or accreditation standards, some positions may
require additional information to determine ability to satisfactorily perform the job tasks.
• Criminal history background check
• CPS background check
• CPR/First Aide Training
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Job Description
•

May be called upon to work beyond normal working hours.

Physical Demands and Work Environment: The physical demands described are representative of those that
must be met by an employee to successfully perform the essential functions of this job. The work environment
characteristics described here are representative of those an employee encounters while performing the essential
functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.
While performing the duties of this job, the employee is regularly required to talk or hear. The employee
is required to stand, walk, sit, use hand to finger, lift, reach with hands and arms, and operate a vehicle.
Work is primarily done in a shelter environment and in community locations, including client’s homes.
Agency offsite meetings and training is required.
Comments: This description is intended to describe the essential job functions and the essential requirements for
the performance of this job. It is not an exhaustive list of all duties, responsibilities and requirements of a person so
classified. Other functions may be assigned and management retains the right to add or change the duties at any
time.
This job description has been reviewed by the Director, Division Vice President/Chief Officer, and the
Vice President of Human Resources.
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Targeted Prevention
Job Descriptions

Fredericksburg Regional Continuum of Care (CoC)
Housing Locator Job Description
Position Summary:
The Housing Locator is a shared community position responsible for working collaboratively with local shelter, rapid
rehousing, permanent supportive housing, and prevention case management staff to identify housing opportunities for
clients experiencing or at imminent risk of homelessness. The Housing Locator works across community agencies,
specifically Empowerhouse, Loisann’s Hope House, Micah Ecumenical Ministries, and Thurman Brisben Center. This
position is required to actively seek out and maintain relationships with local landlords and property managers. The
Housing Locator provides training to staff and clients on housing opportunities and tenant/landlord roles and
responsibilities. The Housing Locator is an integral member of the CoC’s Homeless Response System.
Responsibilities:
• Proactively seek out new housing opportunities and resources to assist clients with obtaining housing.
• Maintain a Housing Directory to include information on available units (location, rent, bedrooms, baths, pet
policies, etc.) and documentation of all contacts with landlords and property managers. Provide consistent
updates on housing availability.
• Maintain ongoing relationships with landlords and property managers, including acting as a liaison between
landlord and clients as needed.
• Maintain close working relationships with CoC case management staff and engage in frequent communication
with partner agencies.
• Meet with clients and case managers to establish housing needs and understand client barriers to housing. Show
clients potential units in collaboration with case managers.
• Conduct housing quality inspections and complete associated paperwork per grant guidelines. Advise and
advocate for clients with regard to quality standards.
• Confirm that all rental properties are rent reasonable and complete associated paperwork per grant guidelines.
• Facilitate agency payment of application/holding fees for identified units.
• Review and negotiate leases on behalf of clients in collaboration with case managers and clients. Ensure leases
meet fair housing and legal requirements. Assist clients in understanding their leases. Attend lease signings.
• In collaboration with case managers, mediate client/landlord conflicts as needed.
• Develop and facilitate training and workshops for clients and case management staff including tenant rights and
responsibilities, housing discrimination, finding and securing rental housing, communications with landlords, and
fair housing.
• Maintain understanding of grant guidelines and housing/homelessness best practices.
• Enter required data into the local Homeless Management Information System.
• Other duties as assigned.
Minimum Qualifications
• Bachelor’s degree or combination of academic study and relevant experience required.
• Ability to work with diverse populations and persons experiencing a housing crisis.
• Strong interpersonal and communication skills.
• Exceptional problem solving skills. Ability to provide creative solutions.
• Ability to make independent decisions when circumstances warrant such actions.
• Flexibility and adaptability to changing needs.
• Ability to work in a fast-paced environment.
• Personal integrity and confidentiality.
• Proficiency in Microsoft Office Suite.

Preferred Qualifications
• A minimum of 3 years of experience in property management, housing management, and/or real estate
preferred.
• Experience in conducting group training preferred.
Supervision:
The Housing Locator will be supervised by the hiring agency. Performance evaluations will be completed by the
Continuum of Care Coordinator and the CoC’s Pursuit of Housing Partners on a biannual basis.
Work Schedule:
This position is full-time salaried, 40 hours per week. A flexible schedule will be necessary to perform job duties
including client appointments. Position will require night and weekend work.

Job Description
Job Title
Program
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Reports To
Salary Grade Level
FLSA Status
Effective Date

Housing Counselor II -- Fredericksburg Homelessness Prevention System
Coordinated Entry, Diversion and Prevention
Homeless Services
Director of Homeless Services
6
Non-exempt
March 2018

Position Summary:
Northern Virginia Family Service provides a comprehensive set of services designed to address the root
cause of poverty and homelessness within the Northern Virginia area. Housing Counselors provide
intake; coordinate and monitor the assessment, treatment/intervention planning process and follow-up
for each client; serves as an advocate and liaison for and on behalf of client.
The Housing Counselor II will provide assistance in building client self-sufficiency around family
systems, housing, budgeting, employment, educational training, health, and other human services, with
an emphasis on long-term economic and housing stability in keeping with the Housing 1st goals. The
Housing Counselor II will be assigned to residential or community based clients through Fredericksburg
Continuum of Care
This position is based in Fredericksburg and will coordinate services with the Fredericksburg Continuum
of Care (CoC). The program will be administered and overseen by NVFS leadership in Oakton, VA, in
coordination with Fredericksburg CoC partners.
All NVFS employees are expected to demonstrate the organizational values and sensitivity to the
diversity of the organization’s client base.
Essential Job Duties:
• Duties for Fredericksburg Housing Counselors (all positions) may include:
o Conduct comprehensive initial screening process to determine eligibility for program
services, providing assessment, intake and enrollment where appropriate.
o Manage a caseload of specific clients including developing Service Goal Plan,
budgeting, and monitoring of client’s compliance with program rules.
o Conduct and document client meetings to monitor progress.
o Conduct phone follow-up after completion of the program.
o Conduct outreach and establish network of community resources and services.
o Facilitate support-educational groups to educate clients on various issues including
basics of renting, fair housing, self-esteem, safety, parenting, child care, nutrition,
money management, credit counseling, home maintenance, and good housekeeping
skills.
o Make referrals to other services as needed and work with other community providers
to provide collaborative services to clients.
o Conduct unit inspections to ensure compliance with safety and federal/funder
regulations.
o Conduct and document home visits to document progress and ensure that clients still
meet program guidelines and eligibility.
o Process re-certifications as per funder’s requirements.
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Job Description
o
o
o
o
o
o
o
o

Outreach to landlords for mediation, negotiation, and tenant relations.
Monitor direct assistance that can be used for financial support, rent, utility, and
security deposit payments.
Compile and prepare appropriate tenant/landlord contracts and landlord check request
payments to ensure timely delivery.
Participate in regular supervision with Program Manager by providing regular updates
and preparing case presentations.
Maintains client files in accordance with program requirements and NVFS guidelines.
Maintain current level of knowledge on program software and other information on
housing assistance programs.
Comply with the Standards and Ethics for Housing Counseling
Responsible for maintaining certification CEUs if certified.

Supervisory Responsibilities: May supervisor interns or volunteers
Qualification Requirements: To perform this job successfully, an individual must be able to perform each
essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability
required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential
functions.
• Must have one of the following:
o Bachelor’s degree in Social Work from an accredited college or university with one (1)
year of case management experience OR
o Associate’s degree with at least two (2) years related work experience.
• Housing Counselor Certification a plus
• Bilingual English and Spanish skills preferred.
• Proficiency in Microsoft Office suite
Must demonstrate the following:
• Ability to function independently and have flexibility
• Client service orientation
• Personal integrity and confidentiality
• Ability to respond to stressful situations in a professional manner
• Ability to make independent decisions when circumstances warrant such action
• Highly organized, detail-oriented, and able to work in a fast-paced environment
• Knowledge in entering and retrieving data using computer systems, systems applications, and
other office equipment.
Special Requirements: Due to licensing/insurance requirements or accreditation standards, some positions may
require additional information to determine ability to satisfactorily perform the job tasks.
• Criminal history background check
• CPS background check
• CPR/First Aide Training
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Job Description
•

May be called upon to work beyond normal working hours.

Physical Demands and Work Environment: The physical demands described are representative of those that
must be met by an employee to successfully perform the essential functions of this job. The work environment
characteristics described here are representative of those an employee encounters while performing the essential
functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.
While performing the duties of this job, the employee is regularly required to talk or hear. The employee
is required to stand, walk, sit, use hand to finger, lift, reach with hands and arms, and operate a vehicle.
Work is primarily done in a shelter environment and in community locations, including client’s homes.
Agency offsite meetings and training is required.
Comments: This description is intended to describe the essential job functions and the essential requirements for
the performance of this job. It is not an exhaustive list of all duties, responsibilities and requirements of a person so
classified. Other functions may be assigned and management retains the right to add or change the duties at any
time.
This job description has been reviewed by the Director, Division Vice President/Chief Officer, and the
Vice President of Human Resources.
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Emergency Shelter
Operations
Job Descriptions

Empowerhouse

Health Services Navigator
Micah Ecumenical Ministries

The Health Services Navigator is responsible to the Servant-Leader of Housing Stabilization. He/she works
from the Residential Recovery Program, receiving referrals, supporting guests in implementation of their goals
and managing day-to-day operational needs of the eight-bed licensed group home. Micah uses a team approach
to administer housing-focused services. The health services navigator participates in this process by
expeditiously connecting new clients to services and supports that put them on a path to housing.
Responsibilities:
Support Residential Recovery Program Activities
• Monitor and assist guest needs in the absence of the Servant-Leader of Housing Stabilization
• Assist with program referrals, intakes, assessments and success planning
• Support the Servant-Leader of Housing Stabilization in addressing immediate health and safety concerns of
guests.
• Enlisting Micah case management support when alternative assistance is determined more appropriate.
• Assisting guests in navigating different community services, including doctor’s appointments, housing
referrals, job connections, mental health services and other benefits, including assisting with the SOAR process.
• Works to build relationship with community-based partners, including referral sites
• Overseeing quality assurance of respite client files, including case notes, intake paperwork and ongoing
progress reports.
• Facilitate a morning and/or afternoon goals group to assist guests in planning their day and remaining
accountable for their success plan.
Coordinate and Monitor housing stabilization planning
• Engage guests in dialogue about housing opportunities
• Assist guests with linkages to mainstream resources that will support their housing stabilization.
• Coordinate efforts to place guests in permanent housing and set up any necessary supports and/or case
management.
Manage data collection and reporting related to Residential Recovery Program services
Other duties, assigned
Qualifications and Skills
Minimum Bachelor’s Degree in a human service with at least one year working with a special needs
population (i.e. homeless, mentally ill, substance use, etc.) or commensurate experience or training.
Demonstrated knowledge of skills in behavioral health, success planning, community rehabilitation and
case management. Must have an understanding of relationship-based service models and be comfortable
working alongside volunteers. Must be a self-initiator and be able to problem solve various life issues.
Medication Management, Ther-ops and CPR certification required at hiring.
_____________________________________________
Employee Signature

_____________________________________________
Supervisor

THURMAN BRISBEN CENTER
Job Description
Job Title:

Shelter Diversion Specialist

Reports To:

TBC Deputy Director

General Information:
Full-time position 45-50 hours per week; Salaried; Non-Supervisory; Exempt
Basic Purpose:
The Shelter Diversion Specialist will create a partnership with new clients entering the Thurman Brisben
Center in order to continue the diversion process. The Shelter Diversion Specialist will spend considerable
time with each new client and/or families entering the Center in order to further assess their housing
needs and determine if other housing arrangements can be identified such as returning to stay with family
or friends. Mediation with family, friends and landlords is a major responsibility of this position.
MAJOR DUTIES AND RESPONSIBILITIES:
a. Must be present sufficient hours to complete duties and meet with assigned clients
b. Develop and maintain a trusting and working partnership with clients
c. Conduct initial assessment within two business days of clients entry into shelter
d. Provide mediation assistance to encourage alternate housing options through family
reunification, conflict resolution and landlord or other party reconciliation
e. Engage clients in problem solving dialogue to assess for additional housing resources a client may
be able to assess within his/her own network
f.

Work with shelter staff to meet basic needs of clients remaining in shelter

g. Maintain accurate record of services provided for case manager to enter into HUD required
database (HMIS)
h. Track and report progress and services for each client receiving diversion assistance and the
program as a whole
i.

Participate in staff trainings, staff meetings and development activities as directed

j. Perform all other duties as directed
QUALIFICATIONS

a. Combination of education, training and experience as a case manager or intake specialist. Prior
experience working with homeless populations, especially in a shelter setting.
b. Ability to be creative and to engage clients in an open dialogue to explore alternative options to
their current housing situation.
c. Ability to engage clients for extended periods of time until all identified options are exhausted.
d. Knowledge of, or ability to quickly develop competency with, issues related to homelessness,
effective intervention techniques, and motivational interviewing. Basic understanding of mental
health and substance abuse issues. Knowledge of housing opportunities and programs for
homeless individuals and families.
e. Ability to work independently with minimal daily supervision.
f.

Compassionately engage and build trust with an often difficult population.

g. Ability to communicate effectively both orally and in writing
h. Ability to maintain confidentiality
i.

Willingness and desire to help others

THURMAN BRISBEN CENTER
Job Description
Job Title:

Adult Case Manager

Reports To:

TBC Deputy Director

General Information:
Full-time position 45-50 hours per week; salaried
Basic Purpose:
The Adult Case Manager will create a partnership with the clients residing in the Thurman Brisben Center.
A triage will be established between the Adult Case Manager, the clients and the community service
agencies with the central focus being comprehensive services and housing for the client. The Adult Case
Manager will coordinate the efforts to ensure that the needs of the client are being met. This will be
conducted in a supportive, compassionate, understanding and non-judgmental environment, in
accordance with Thurman Brisben Center’s policies and procedures. The Adult Case Manager will work
closely with all clients entering shelter and those clients identified for the Rapid Re-Housing Program.
This will be in accordance with the Center’s Rapid Re-Housing Triage Policy.
MAJOR DUTIES AND RESPONSIBILITIES (EMERGENCY SHELTER):
a.

Must be present sufficient hours to complete duties and meet with assigned clients

b.

Develop and maintain a trusting and working partnership with clients

c.

Based on housing barriers assessment, develop a comprehensive client-driven housing plan
with both short-term and long-term goals identified within 72 hours of client entry into
shelter.

d. Coordinate referrals to appropriate agencies
e. Establish communication and maintain contact and relationships with community agencies
providing services
f.

Attend meetings, seminars and workshops focusing on homeless issues

g. Maintain accurate records of services provided
h. Complete quarterly reports for Deputy Director

i.

Ensure clients are referred for medical needs

j.

Ensure clients are referred for mental health needs

k. Refer clients for hard skill educational needs
l.

Support soft skill development with client

m. Maintain appropriate records, statistics and documentation of services on clients in HUD
required database (HMIS)
n. All other work-related duties as assigned
MAJOR DUTIES AND RESPONSIBILITIES (RAPID RE-HOUSING):
a. Assist clients in locating housing within the context of Continuum of Care guidelines
b. Work with FRCoC Housing Locator to coordinate participant move-in activities such as visual
unit-inspection and preparation of grant required documents
c. Prepare check request for financial assistance including security, rental and utility deposits in
a timely manner for submission and approval by Deputy Director
d. Upon move into housing, be the primary liaison between participants and landlords in matters
relating to maintenance as well as payments
e. Educate clients on maintaining positive relationship with their landlord
f. Schedule and conduct at least monthly meetings, and coordinate with other programs, to
support rapid re-housing participants and encourage self-sufficiency in housing
g. Document and maintain up-to-date information on services provided in the Homeless
Management Information System (HMIS)
h. Fulfill all grant requirements associated with Rapid Re-Housing.

QUALIFICATIONS
a.

College degree in related field or a combination of training, education, and experience that
is equivalent to a degree

b.

Self- motivated and able to work with little supervision

c.

Extremely organized

d. Ability to maintain confidentiality
e. Strong oral and written communication skills
f.

Familiarity with social service resources in the community

g. Willingness and desire to help other

THURMAN BRISBEN CENTER
Job Description
Job Title:

Family Case Manager

Reports To:

TBC Executive Director

General Information:
Full-time position 45-50 hours per week; salaried
Basic Purpose:
The Family Case Manager will create a partnership with the parents of the children residing in the
Thurman Brisben Center. A triad will be established between the Family Case manager, the parent(s) and
the community service agencies with the central focus being comprehensive services and housing for
families with children. The Family Case Manager will coordinate the efforts to ensure that the needs of
the parents and children are being met. This will be conducted in a supportive, compassionate,
understanding and non-judgmental environment, in accordance with Thurman Brisben Center’s policies
and procedures. The Family Case Manager will work closely with all families entering shelter and those
families identified for the Rapid Re-Housing program. This will be done in accordance with the Center’s
Rapid Re-Housing Triage Policy.
MAJOR DUTIES AND RESPONSIBILITIES (EMERGENCY SHELTER):
a.

Must be present sufficient hours to complete duties and meet with assigned clients

b.

Develop and maintain a trusting and working partnership with clients

c. Based on housing barrier assessment, develop a comprehensive client-driven housing plan
with both short-term and long-term goals identified within 72 hours of client entry into
shelter.
d. Develop and/or refer to series of parenting classes
e. Coordinate referrals to appropriate agencies
f.

Establish communication and maintain contact and relationships with community agencies
providing services

g. Attend meetings, seminars and workshops focusing on homeless issues
h. Maintain accurate records of services provided

i.

Complete quarterly reports for Deputy Director

j.

Ensure clients/children are referred for medical health needs

k. Ensure clients/children are referred for mental health needs
l.

Refer clients for hard skill educational needs

m. Support soft skill development with clients
n. Maintain appropriate records, statistics and documentation of services on clients in HUD
required database (HMIS)
o. All other work-related duties as assigned
MAJOR DUTIES AND RESPONSIBILITIES (RAPID RE-HOUSING):
a.

Assist clients in locating housing within the context of Continuum of Care guidelines

b. Work with FRCoC Housing Locator to coordinate participant move-in activities such as visual
unit-inspection and preparation of grant required documents
c.

Prepare check request for financial assistance including security, rental and utility deposits in
a timely manner for submission and approval by Deputy Director.

d. Upon move into housing, be the primary liaison between participants and landlords in matters
relating to maintenance as well as payments
e. Educate clients on maintaining a positive relationship with their landlord
f.

Schedule and conduct at least monthly meetings, and coordinate other programs, to support
rapid re-housing participants and encourage self-sufficiency in housing.

g. Document and maintain up-to-date information on services provided in the Homeless
Management Information System (HMIS)
h.

Fulfill all grant requirements associated with Rapid Re-Housing

QUALIFICATIONS
a.

College degree in related field or a combination of training, education, and experience that
is equivalent to a degree

b.

Self- motivated and able to work with little supervision

c.

Extremely organized

d. Ability to maintain confidentiality
e. Strong oral and written communication skills
f.

Familiarity with family/children’s resources in the community

g. Willingness and desire to help other

Rapid Re-Housing
Job Descriptions

Fredericksburg Regional Continuum of Care (CoC)
Housing Locator Job Description
Position Summary:
The Housing Locator is a shared community position responsible for working collaboratively with local shelter, rapid
rehousing, permanent supportive housing, and prevention case management staff to identify housing opportunities for
clients experiencing or at imminent risk of homelessness. The Housing Locator works across community agencies,
specifically Empowerhouse, Loisann’s Hope House, Micah Ecumenical Ministries, and Thurman Brisben Center. This
position is required to actively seek out and maintain relationships with local landlords and property managers. The
Housing Locator provides training to staff and clients on housing opportunities and tenant/landlord roles and
responsibilities. The Housing Locator is an integral member of the CoC’s Homeless Response System.
Responsibilities:
• Proactively seek out new housing opportunities and resources to assist clients with obtaining housing.
• Maintain a Housing Directory to include information on available units (location, rent, bedrooms, baths, pet
policies, etc.) and documentation of all contacts with landlords and property managers. Provide consistent
updates on housing availability.
• Maintain ongoing relationships with landlords and property managers, including acting as a liaison between
landlord and clients as needed.
• Maintain close working relationships with CoC case management staff and engage in frequent communication
with partner agencies.
• Meet with clients and case managers to establish housing needs and understand client barriers to housing. Show
clients potential units in collaboration with case managers.
• Conduct housing quality inspections and complete associated paperwork per grant guidelines. Advise and
advocate for clients with regard to quality standards.
• Confirm that all rental properties are rent reasonable and complete associated paperwork per grant guidelines.
• Facilitate agency payment of application/holding fees for identified units.
• Review and negotiate leases on behalf of clients in collaboration with case managers and clients. Ensure leases
meet fair housing and legal requirements. Assist clients in understanding their leases. Attend lease signings.
• In collaboration with case managers, mediate client/landlord conflicts as needed.
• Develop and facilitate training and workshops for clients and case management staff including tenant rights and
responsibilities, housing discrimination, finding and securing rental housing, communications with landlords, and
fair housing.
• Maintain understanding of grant guidelines and housing/homelessness best practices.
• Enter required data into the local Homeless Management Information System.
• Other duties as assigned.
Minimum Qualifications
• Bachelor’s degree or combination of academic study and relevant experience required.
• Ability to work with diverse populations and persons experiencing a housing crisis.
• Strong interpersonal and communication skills.
• Exceptional problem solving skills. Ability to provide creative solutions.
• Ability to make independent decisions when circumstances warrant such actions.
• Flexibility and adaptability to changing needs.
• Ability to work in a fast-paced environment.
• Personal integrity and confidentiality.
• Proficiency in Microsoft Office Suite.

Preferred Qualifications
• A minimum of 3 years of experience in property management, housing management, and/or real estate
preferred.
• Experience in conducting group training preferred.
Supervision:
The Housing Locator will be supervised by the hiring agency. Performance evaluations will be completed by the
Continuum of Care Coordinator and the CoC’s Pursuit of Housing Partners on a biannual basis.
Work Schedule:
This position is full-time salaried, 40 hours per week. A flexible schedule will be necessary to perform job duties
including client appointments. Position will require night and weekend work.

Rappahannock Refuge, Inc.
Hope House
Staff Position Description
Title: Adult Case Manager
Reports To: Social Service Manager
POSITION SUMMARY: The Adult Case Manager provides Rapid Rehousing services to families
experiencing homelessness primarily in Planning District 16. The Adult Case Manager will work to
assist families in quickly obtaining and maintaining permanent housing. The position will address the
following key areas:
1. Intake and Program Orientation
2. Information and Referral
3. Case Assessment and Management
4. Administrative Responsibilities
DUTIES and RESPONSIBILITIES
1. INTAKE AND PROGRAM ORIENTATION
o Conduct Housing Barrier Assessments and intake interviews
o Ensure that all participants understand program guidelines
o Make appropriate referrals to address immediate needs
o Coordinate shelter move-in, if necessary
2. INFORMATION AND REFERRAL
• Collect literature and maintain a resource file of community programs to support housing
stability
• Coordinate with a variety of outside service providers including, but not limited to, member
agencies of the local CoC. (CVHC, DSS, Local Shelters, Quinn Rivers)
• Work as an advocate with landlords, court systems, social service systems, utility companies
etc. on behalf of the participants
3. CASE ASSESSMENT and MANAGEMENT
• Develop, Implement & Monitor Housing Stabilization Plan
o Support families in addressing barriers to housing stability with a focus on increasing
income
o Identify appropriate steps towards achieving, maintaining and sustaining housing goals
o Meet with residents to evaluate progress
o Assess and revise housing stabilization plans accordingly
• Maintain accurate and timely HMIS records
• Assess individual needs, strengths & preferences
o Demonstrate empathy and flexibility in responding to participant’s needs and requests
o Facilitate access to services and resources necessary for long-term housing stabilization
• Educate participants about tenant rights and responsibilities
• Act as a liaison with landlords and other community stakeholders
• Provide crisis intervention to participants
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4. ADMINISTRATIVE
• Participate in weekly staff meetings and weekly case staffing
• Attend professional trainings and conferences as needed
• Participate in ongoing program assessment for overall effectiveness
• Complete other appropriate responsibilities, as assigned.
QUALIFICATIONS
• Bachelor’s Degree in a Human Service Field. Master’s Degree preferred.
• Knowledge of Relationship Boundaries – GOOD Communication Skills
• Strong Background in Direct Service to Children and Adults
• Previous Residential Work
• Experience in Mental Health and Substance Abuse preferred
• Adult and Child CPR
• First Aid Certification
• Criminal and CPS Background Checks
• TB Test – must pass
• Valid Virginia Driver’s License and Driver’s License (DMV) Check

My signature below certifies that I have reviewed my job description, and I understand it. I agree
to perform the duties outlined on the job description. I also understand the employment
relationships with Hope House are on an “at-will” basis.

_________________________________________
Signature
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Re-Housing Navigator
Micah Ecumenical Ministries
The Re-housing Navigator is responsible to the Executive Servant-Leader for facilitating pathways to
permanent housing for those who are on the street or in a Micah shelter. He/she oversees housing-focused case
management provided through Micah’s housing stabilization program. Oversight includes the supervision of
housing stabilization navigators. The re-housing navigator fills a central role in linking homeless guests to an
appropriate housing plan and supporting the stabilization team in sustaining placements. The end goal for the
Re-housing Navigator is to facilitate rapid and resourced exits from homelessness into permanent housing.
Responsibilities:
Facilitate re-housing activities using a housing first approach
• Identify target/eligible clients, up to and including engaging harder to reach guests in dialogue about
housing opportunities.
• Facilitate the housing planning process, including oversight of barriers assessment/VI-SPDAT and
putting eligible clients on a path to maintaining housing.
• Prepare supporting documentation for guests, entering either the supportive or rapid re-housing
programs.
• Schedule orientation with the relevant Housing Stabilization Navigator
• Coordinate with the community’s Housing Locator to place guests in permanent housing and set up
any necessary supports, such as utilities and furniture.
• Remain primary point of contact between the guest and housing locator and/or landlord until after the
signing of the lease or sublease.
Property Management
• Facilitate monthly rent meeting and submit check requests for all housing guests being supported
financially
• Check with landlords by the fifth of each month, ensuring that rent is paid and there are no concerns
• Remain the agency’s primary point of contact for landlord relationships
• Coordinate options for moving/maintenance issues
• Address lease-related issues on all supportive housing units
Case Management
• Oversee the development and implementation of individual success plans in the housing stabilization
program, including identification of barriers to obtaining/maintaining housing and steps to overcome them.
• Ensure that home visits are conducted at least monthly and more often, as appropriate
• Monitor documentation of case management activities and grant required forms.
• Oversee appropriate discharge plans from permanent housing programs.
• Serve as or team up with a housing stabilization navigator for select cases, as deemed appropriate by the
volume of cases or the level of needs a guest may have.
Team Participation
• Participates in staff meetings and other group activities essential for operations
• Leads team discussions on client progress and lack of progress, and helps to develop possible solutions
to ensure best support for the client’s success.
• Promotes good community relations and utilizes community services and resources.
• Attends scheduled training programs for professional development that includes, at a minimum,
trainings required by Micah and by regulatory and accrediting bodies.

•
•

Assumes on-call responsibility, as assigned.
Performs other duties as assigned.

Qualifications and Skills
Minimum Bachelor’s Degree in a human service with at least one year working with a special needs population
(i.e. homeless, mentally ill, substance use, etc.) or commensurate experience or training. Demonstrated
knowledge of skills in behavioral health, success planning, community rehabilitation and case management.
Familiarity with the housing market and related resources. Must have an understanding of relationship-based
service models and be comfortable working alongside volunteers. Must be a self-initiator and be able to
problem solve various life issues.
_________________________________________________
Employee Signature

_______________________________________________________
Supervisor

THURMAN BRISBEN CENTER
Job Description
Job Title:

Adult Case Manager

Reports To:

TBC Deputy Director

General Information:
Full-time position 45-50 hours per week; salaried
Basic Purpose:
The Adult Case Manager will create a partnership with the clients residing in the Thurman Brisben Center.
A triage will be established between the Adult Case Manager, the clients and the community service
agencies with the central focus being comprehensive services and housing for the client. The Adult Case
Manager will coordinate the efforts to ensure that the needs of the client are being met. This will be
conducted in a supportive, compassionate, understanding and non-judgmental environment, in
accordance with Thurman Brisben Center’s policies and procedures. The Adult Case Manager will work
closely with all clients entering shelter and those clients identified for the Rapid Re-Housing Program.
This will be in accordance with the Center’s Rapid Re-Housing Triage Policy.
MAJOR DUTIES AND RESPONSIBILITIES (EMERGENCY SHELTER):
a.

Must be present sufficient hours to complete duties and meet with assigned clients

b.

Develop and maintain a trusting and working partnership with clients

c.

Based on housing barriers assessment, develop a comprehensive client-driven housing plan
with both short-term and long-term goals identified within 72 hours of client entry into
shelter.

d. Coordinate referrals to appropriate agencies
e. Establish communication and maintain contact and relationships with community agencies
providing services
f.

Attend meetings, seminars and workshops focusing on homeless issues

g. Maintain accurate records of services provided
h. Complete quarterly reports for Deputy Director

i.

Ensure clients are referred for medical needs

j.

Ensure clients are referred for mental health needs

k. Refer clients for hard skill educational needs
l.

Support soft skill development with client

m. Maintain appropriate records, statistics and documentation of services on clients in HUD
required database (HMIS)
n. All other work-related duties as assigned
MAJOR DUTIES AND RESPONSIBILITIES (RAPID RE-HOUSING):
a. Assist clients in locating housing within the context of Continuum of Care guidelines
b. Work with FRCoC Housing Locator to coordinate participant move-in activities such as visual
unit-inspection and preparation of grant required documents
c. Prepare check request for financial assistance including security, rental and utility deposits in
a timely manner for submission and approval by Deputy Director
d. Upon move into housing, be the primary liaison between participants and landlords in matters
relating to maintenance as well as payments
e. Educate clients on maintaining positive relationship with their landlord
f. Schedule and conduct at least monthly meetings, and coordinate with other programs, to
support rapid re-housing participants and encourage self-sufficiency in housing
g. Document and maintain up-to-date information on services provided in the Homeless
Management Information System (HMIS)
h. Fulfill all grant requirements associated with Rapid Re-Housing.

QUALIFICATIONS
a.

College degree in related field or a combination of training, education, and experience that
is equivalent to a degree

b.

Self- motivated and able to work with little supervision

c.

Extremely organized

d. Ability to maintain confidentiality
e. Strong oral and written communication skills
f.

Familiarity with social service resources in the community

g. Willingness and desire to help other

THURMAN BRISBEN CENTER
Job Description
Job Title:

Family Case Manager

Reports To:

TBC Executive Director

General Information:
Full-time position 45-50 hours per week; salaried
Basic Purpose:
The Family Case Manager will create a partnership with the parents of the children residing in the
Thurman Brisben Center. A triad will be established between the Family Case manager, the parent(s) and
the community service agencies with the central focus being comprehensive services and housing for
families with children. The Family Case Manager will coordinate the efforts to ensure that the needs of
the parents and children are being met. This will be conducted in a supportive, compassionate,
understanding and non-judgmental environment, in accordance with Thurman Brisben Center’s policies
and procedures. The Family Case Manager will work closely with all families entering shelter and those
families identified for the Rapid Re-Housing program. This will be done in accordance with the Center’s
Rapid Re-Housing Triage Policy.
MAJOR DUTIES AND RESPONSIBILITIES (EMERGENCY SHELTER):
a.

Must be present sufficient hours to complete duties and meet with assigned clients

b.

Develop and maintain a trusting and working partnership with clients

c. Based on housing barrier assessment, develop a comprehensive client-driven housing plan
with both short-term and long-term goals identified within 72 hours of client entry into
shelter.
d. Develop and/or refer to series of parenting classes
e. Coordinate referrals to appropriate agencies
f.

Establish communication and maintain contact and relationships with community agencies
providing services

g. Attend meetings, seminars and workshops focusing on homeless issues
h. Maintain accurate records of services provided

i.

Complete quarterly reports for Deputy Director

j.

Ensure clients/children are referred for medical health needs

k. Ensure clients/children are referred for mental health needs
l.

Refer clients for hard skill educational needs

m. Support soft skill development with clients
n. Maintain appropriate records, statistics and documentation of services on clients in HUD
required database (HMIS)
o. All other work-related duties as assigned
MAJOR DUTIES AND RESPONSIBILITIES (RAPID RE-HOUSING):
a.

Assist clients in locating housing within the context of Continuum of Care guidelines

b. Work with FRCoC Housing Locator to coordinate participant move-in activities such as visual
unit-inspection and preparation of grant required documents
c.

Prepare check request for financial assistance including security, rental and utility deposits in
a timely manner for submission and approval by Deputy Director.

d. Upon move into housing, be the primary liaison between participants and landlords in matters
relating to maintenance as well as payments
e. Educate clients on maintaining a positive relationship with their landlord
f.

Schedule and conduct at least monthly meetings, and coordinate other programs, to support
rapid re-housing participants and encourage self-sufficiency in housing.

g. Document and maintain up-to-date information on services provided in the Homeless
Management Information System (HMIS)
h.

Fulfill all grant requirements associated with Rapid Re-Housing

QUALIFICATIONS
a.

College degree in related field or a combination of training, education, and experience that
is equivalent to a degree

b.

Self- motivated and able to work with little supervision

c.

Extremely organized

d. Ability to maintain confidentiality
e. Strong oral and written communication skills
f.

Familiarity with family/children’s resources in the community

g. Willingness and desire to help other

HOPWA
Job Descriptions

JOB DESCRIPTION: HOUSING SERVICES CASE MANAGER
General: Full-time position at forty hours per week. Compensation is based upon qualifications and previous
experience.
Reports to: Care Services Program Manager
Defined: The Housing Services Case Manager is responsible for managing an array of client-centered services
that link HIV positive clients with housing assistance and other programs that are essential to ensuring stable
housing opportunities for clients. The Housing Services Case Manager will also coordinate the Employment
Readiness, Placement and Retention Program that falls under the service requirements of one of FAHASS’
housing grants.
Employment Standards:
 A Bachelor’s Degree in a Human Services field, or
 A Bachelor’s degree in non-Human Services and 2 years Case Management experience, or
 A two-year associate’s degree in a Human Services field, and 4 years Case Management experience.
 Proven experience in program coordination and implementation.
 Housing Case Management certification preferred.
 Familiarity/experience with the Housing Opportunities for People With Aids (HOPWA) preferred.
Key responsibilities include the following:
A. Housing Services
 Initial assessment of housing client service needs in relation to grant resources available.
 Development of a comprehensive, individualized housing service plan for each client.
 Coordination of services and referrals required to implement the plan.
 Client monitoring to assess the efficacy of the plan and periodic reevaluation and adaptation of the
plan as necessary over the term of the client. This includes client-specific advocacy and reviews the
utilization of services.
 Maintain accurate, up-to-date records of client contracts, tracking services and necessary eligibility
forms. Contact with the client will be monitored within the client’s file and all grant reporting will
be supported by the housing case manager’s file documentation.
 Provide information for monthly and quarterly progress reports necessary for grant requirements.
 Network with community housing organizations to build out resources to better serve the client
population.
 Perform other duties as requested by the Executive Director in support of FAHASS policies and
mission.
B. Employment Readiness, Placement and Retention
 Work with Case Management team to help identify clients to be entered into the job readiness
program.
 Oversee client eligibility for the program and coordinate reports necessary to meet grant
requirements.
 Case conference and collaborate with case managers and community partners affiliated with the
program to aid in a clients’ success with the program.
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C. Additional Requirements
 Attendance at various contractor and community meetings to expand knowledge and collaboration
opportunities.
 Organize and prioritize work assignments while performing highly detailed tasks with accuracy.
 Learn, interpret, and apply grant guidelines as appropriate.
 Understanding of computer word processing software and ability to learn new programs;
CAREWare experience preferred.
 Considering the large service region, routine travel may be required to adaptively and effectively
serve the population.
 Events and training opportunities may occasionally involve partial night, overnight, and/or weekend
work schedule.
 Possession of a valid state driver’s license may be required for some positions.
 Perform other duties as requested by the Executive Director in support of FAHASS policies
and mission.
 Excellent communication skills with diverse populations; Spanish language a benefit.
 The ability to work within a team framework while maintaining confidentiality at all times!

___________________________________________________________________________________
Signature of Acceptance
Date
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