Contract Position Opening

SOUTHSTAR COMMUNITY DEVELOPMENT CORPORATION

Program Coordinator for DeKalb-IDA

SouthStar Community Development Corporation (SouthStar CDC) seeks an energetic and resourceful project manager to coordinate the DeKalb-IDA Homeownership Program. This is a contract position for 20 hours per week. Please send resume and cover letter to jobs@southstarcdc.org for consideration.

Description of Responsibilities

· Develop, coordinate and administer all aspects of SouthStar CDC’s DeKalb IDA Program;

· Provide technical assistance and support to all participants and partners;

· Ensure financial accountability of banking partners including total monitoring and reporting of participants accounts, status and updates to SouthStar CDC’s Board of Directors, Executive Director, & United Way of Metropolitan Atlanta liaison;

· Manage relationships with participants, including attending partner meetings and closings;

· Verify and execute match funds wire transfers, letters of instruction to lenders/underwriters, closing attorneys and successfully close and take participants to 1st time homeownership;

· Track participants’ savings activities, systems and budgets;

· Ensure accurate and punctual reporting to SouthStar CDC Board of Directors, Executive Director, and United Way of Metropolitan Atlanta liaison;

· Coordinate DeKalb-IDA participants engagement workshops/forum;

· Manage and share program information with staff, interns and other partners including DeKalb County Office of Community & Economic Development;

· Perform other related duties as assigned.

Skills and Qualifications

· Bachelor’s degree or equivalent experience required;

· Excellent Planning, Organizational, and Time Management skills;
· Ability to communicate clearly and promptly with many different stakeholders;
· Desire to help guide low-income families to first-time homeownership;
· Preference will be given to candidates with IDA experience.
