Sample Job Description


Housing Advocate
Homeless Services, Inc.

Position:  Housing Advocate 
Reports to:  Executive Director

Status:  Regular, full-time
Homeless Services, Inc. is dedicated to offering homeless individuals and families the resources and support needed to rebuild their lives and become self-sufficient members of the community.  The housing advocate plays a critical role in our mission by working with individuals and families to help them obtain and retain permanent, affordable housing.  The housing advocate also works closely with case managers in providing comprehensive care and support to the individuals they serve in common.  The housing advocate especially contribute their knowledge of public and private housing resources in the community, as well as a working knowledge of housing discrimination laws, landlord and tenant responsibilities, housing rights, and immigration law.

Specific job responsibilities include the following:

· Conducting housing-related client intake and assessment 
· Connecting clients to needed services; advocating for clients with other service providers
· Researching private market landlord availability and supportive housing program options

· Developing relationships with area landlords in order to facilitate client placement
· Assisting clients with the housing search process, including (as needed) helping clients identify suitable housing options, accompanying clients to view units, advocating for clients with landlords, and assisting clients with paperwork
· Providing tenancy support (including tenant education, home visits, etc.)
· Serving as a housing resource for case managers in the homeless services system 
· Providing post-placement conflict resolution and mediation services for clients and landlords 
· Performing other related duties as required
Qualifications:  Bachelor’s degree in a human services field and at least two years of experience working in the housing field.  Knowledge of the local housing continuum and program requirements preferred.  Some knowledge of fair housing and tenant rights preferred.  Must have excellent communication skills and be able to work with diverse populations.  
Hours:  40 hours per week.  Some evening and weekend work required.  

Salary:  Commensurate with experience.  Excellent benefits package, including health insurance, retirement, flexible spending accounts, and generous vacation, sick leave, and holiday schedules.

How to apply:  Send cover letter and resume to:



  Housing Advocate Search



  Homeless Services, Inc.



  1700 Homeless Boulevard


  Washington, DC 20000


  Fax:  999.999.9999


  Email: resumes@homelessservices.org

Resumes will be accepted until the position is filled.

About this tool:  The job description below provides sample content.  Specific bullets for job responsibilities have been included but should be modified based on the needs of your organization.  Because there is such a wide variation in agency/program structure, desired qualifications, and hours, salary, and benefits, these sections will need to be modified to reflect your specific program and position.





User tips:  Developing a job description will help you carefully think through the role a housing advocate will play in your organization.  Provide a clear description of the tasks, responsibilities, and skill levels required for the job.  This will make the hiring process easier for your organization, and it will also provide you with a basis to evaluate the employee’s performance over time.  





Homeless Services, Inc. is an equal opportunity employer, and as such, takes affirmative action to insure that discrimination does not occur on the basis of race, creed, color, age, sex, national origin, marital status, sexual orientation, religious or political affiliation, disability, or any other classification considered discriminatory under applicable law.











(Always include the date the position was posted.)


