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9.
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10. Packages f11Ll3 gram applicat ions il' required.
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Logs counseling d icnt i nfor111ation into Counselor ~lax .
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12. Work schedule is 40 hours per week, 8:00-4:30, Monday-Friday.
13. Performs other duties as may be assigned by the Housing Director or Executive
Director.
14. Comply with HUD counseling handbook 7610-1
SUPERVISORY RELATIONSHIP:

The Loan Specialist/Housing Counselor reports dire.ctly to the Housing Director and exercises
no supervision over other employees .
•
QUALIFICATIONS:

1. College degree in business administration, social sciences or related field desired, along
with business and lending experience and ability to provide training and monitoring.
2. Basic computer and internet skills.
3. Ability to establish and maintain effective working relationships with others in office
setting, in the field, and with the public.
4. Aptitude to assimilate input and from it determine and develop course of action as may
be appropriate for the client's needs.
MENTAL AND PHYSICAL DEMANDS/ENVIRONMENTAL FACTORS:

1. Constantly must be able to sit/stand in a stationary position 50% of the time.
2. Frequently must be able to move about inside the office to access file cabinets, office
machinery, etc.
3. Frequently must operate a computer and other office productivity machinery, such as a
• calculator, copy machine, and computer printer.
4. Frequently must communicate with staff and others who have inquiries about the
program. Must be able to exchange accurate information in these situations.
5. Occasionally must move/carry items weighing up to 30 pounds.
I have read and understand the job description listed above. My questions have been answered. I
am fully qualified for this position and can perform the duties as described. I understand that this
is not an exhau.stive list of all my duties and responsibilities. I understand that Management (and
no other) reserves the right to revise this job description as deemed necessary.

Little Dixie Community Action Agency, Inc. is an Equal Opportunity proYider and employer.
The functions, qualifications, requirements, and physical demands listed in this job description
represent the essential functions of the job, which the employee must be able to perform either
with or without reasonable accommodation. As an equal opportunity provider and employer,
LDCAA will make reasonable accommodations to enable individuals with disabilities to perform
their job duties/functions. The listed job functions, duties and responsibilities do not necessarily
include all activities that the employee may perform. Nothing herein restricts management's right
to assign or reassign duties and responsibilities to this job at any time. This positrion is
non-exempt from the provisions of the Fair Labor Standards Act as amended in 1974.
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I certify that I understand and accept the responsibilities and duties of this position.

Employee Signature

Date

Employee Name (Printed)
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