
 
 
Job Title: Director of Outreach & Impact (DOI) 
 
Report to:  President & CEO 
 
Overview:  The successful candidate for this position is a highly professional and passionate individual 
who shares a desire to meet the local need of providing affordable housing to our neighbors in Indian 
River County.  The successful candidate’s belief system aligns with the mission of IRHFH and the fact 
that Habitat for Humanity was founded on Christian principles. The DOI will be instrumental in 
recruiting home buying families as well as overseeing all aspects of the program for prospective 
homeowners that enter the program from the time of pre-screen application through home ownership, 
including the monitoring and oversight of HOAs.  This position is responsible for maintaining fully 
compliant and complete loan files.  This person will be proactive in developing relationships across the 
business of Indian River Habitat.   
 
Specific Duties 
 
♦ Develop a thorough understanding of the goals mission and philosophy and policies of IRCHFH.  

Communicate and implement that understanding in all you do. 
♦ Within the scope of Habitat’s mission and operating policies, understand the needs of Habitat 

applicants and families and respond to them in an efficient, courteous, and respectful manner. 
♦ Make it a priority to know each home buying applicant and their family members and have a passion 

to shepherd them through the program. 
♦ Propose new/revised policies and procedures, controls and monitoring systems within each of the 

above named activities. 
♦ Maintain a current working knowledge of policies and procedures as established by Habitat for 

Humanity International guidelines and federal government mandates. 
♦ Work to process homebuyer applications in a timely manner and maintain records on same. 
♦ Lead in the development of employer relationships that result in successful prospective family 

applicants. 
♦ Understand all Family Selection and legal requirements and assure same is implemented in review 

process. 
♦ Underwrite all homebuyer applicants to determine eligibility for the program based on the affiliates 

guidelines and policies.  
♦ Monitor all homebuyer/homeowner files for compliance to RESPA guidelines.  
♦ Collaborate with the appropriate staff member(s) to ensure that all homeowner and prospective 

homebuyer issues are addressed in a timely manner and followed through to resolution.  
♦ Help establish timely and accurate communication between committees, applicants, volunteers and 

Habitat management. 
♦ Oversee the Family Selections systems ie: NewOrg and Calyx. 
♦ Attend and participate in various staff meetings. 
♦ Prepare all closing figures for home loans; work with local downpayment assistance programs to 

establish eligible loan amounts, review yearly HO escrow accounts for adjustments due to increases 
in insurance and/or taxes.  

♦ Maintain the highest level of strict confidentiality in all areas of information. 
♦ Willing to accept flexible work hours, when needed. 
♦ Detail oriented and the ability to multi-task. 
♦ Must be both a leader and a team player. 



 
This position requires an ability to sit, stand, walk, bend, lift, reach up, stoop, and carry items 
occasionally in excess of twenty (20) pounds. This position also requires manual dexterity to operate 
standard office machines, such as, copier, fax, calculator, telephone, and other equipment as necessary.  
Indian River Habitat expects all employees to follow proper safety standards while employed by the 
Affiliate.    

 
Training/Qualifications 
 
♦ Strong commitment and calling to Habitat, its mission and its philosophy of Christian outreach and 

local impact. 
♦ Good communicator; interpersonal and organizational skills; attention to detail 
♦ Bachelor’s Degree, minimum 7 years’ experience, and a successful track record of developing 

impactful relationships.  
♦ Ability to manage multiple priorities. 
• Effective written and verbal communication skills. 
• Ability to handle confidential matters. 
• Ability to work independently. 
• Ability to deal sensitively and effectively with others, both in person and by telephone. 
• Excellent computer literacy, including knowledge of Microsoft Office applications. 
• Must have a valid Florida driver’s license and must be a legal resident of the United States. 
 
This notice is written pursuant to the Equal Employment Opportunity Order at Executive Order 11246, as amended, and the 
implementing regulations at 41 CRF 60.  All qualified applicants will receive consideration for employment without regard 
to race, color, religion, sex, sexual orientation, gender identity, national origin, disability or status as a protected veteran. 
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