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JOB DESCRIPTION 
 

Job Title: Homeowner Administrator 

 

Reports to: Director of Outreach & Impact (DOI)  
 

Overview: 
 

The Homeowner Administrator will join the Family Services team and assist Habitat homeowners with all 

needs of homeownership including but not limited to: timely mortgage payments and if not delinquencies, 

compliant loan files – post-closing, homeowner engagement, insurance claims, and homeowner 

association participation.   The successful candidate for this position will naturally be a detail-oriented 

person.  A servant’s heart and a desire to serve low-to-moderate income working families in Indian River 

County are very important. Accuracy on homeowner documents and correspondence is essential for this 

position. 

 

Specific Duties: 

 

Develop a thorough understanding of the goals mission and philosophy and policies of IRCHFH.  

Communicate and implement in all you do. 

 Obtain and understanding of the needs of Habitat homeowners within the scope of Habitat’s mission and 

operating policies and respond to them in an efficient, courteous, and respectful manner. 

 Assist with setting up needed controls and monitoring systems for homeowner key metrics. 

 Work with the DOI to contribute to the successful implementation and accomplishment of department goals. 

 Understand all Family Selection legal requirements and assure same is implemented in the final file review 

process. 

 Monitor all homeowner files for compliance with RESPA guidelines.  

 Communicate with homeowners on an on-going process; including creating an informative and relevant 

quarterly homeowner bulletin for distribution.   

 Assure that all homeowner are addressed in a professional and courteous manner and ensure follow through of 

potential solutions to all problems.  

 Monitor delinquent mortgage payments and ensure timely responses are made to the homeowner in 

accordance with IRHFH policy. 

 Begin Foreclosure proceedings in accordance with IRHFH’s policy.  

 Eventually this position will communicate directly with Habitat’s attorney regarding delinquent 

homeowners. 

 Oversee the Family Selections Database ie: NewOrg 

 Provide detailed collection efforts related to each homeowner, as applicable, and provide to the DOI 

and President. 

 Attend and participate in various staff meetings as requested by the DOI. 

 Liaison between homeowner’s insurance personnel; including but not limited to: claim reports and the 

claim process. 

 Develop new policies and procedures as needed to make smooth transitions within the Family 

Services Dept.as well as making sure all are in compliance with HFHI and Federal Gov’t mandates. 

 Monitor and update active policies and procedures to make sure they are in compliance with HFHI 

and Federal Gov’t mandates.  

 Prepare all closing figures for home loans; work with local down payment assistance programs to 

establish eligible loan amounts, review yearly HO escrow accounts for adjustments due to increases in 

insurance and/or taxes.  

 Comfort with working under pressure and tight deadlines at times in a fast-paced environment with 

high expectations for quality work. 
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 Ability to work autonomously and as part of a team. 

 Other duties as assigned. 

 

Training/Qualifications 

 

 Provide encouragement to homeowners to stabilize, succeed and guide them to embrace the 

responsibility of homeownership.   

 Good communicator; interpersonal and organizational skills; attention to detail 

 Strong commitment and calling to Habitat, its mission and its philosophy of Christian outreach 

 Public speaking, teaching and grant writing skills 

 Strong computer skills 

 Experience in managing multiple people, multiple priorities/functions 

 Bachelor’s Degree preferred or minimum 5 years’ experience in banking industry or similar industry.  

 Bilingual in Spanish and/or Haitian Creole a plus. 

 

This position requires an ability to sit, stand, walk, bend, lift reach up, stoop and carry items occasionally 

in excess of twenty-five (25) pounds.  This position also requires manual dexterity to operate equipment 

as necessary.  Indian River Habitat expects all employees to follow proper safety standards while 

employed by the Affiliate. 

 
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. 

 

 

 


