
 

HOME REHABILITATION COORDINATOR 

Class specifications are intended to present a descriptive list of the range of duties performed by employees in the 

class. Specifications are not intended to reflect all duties performed within the job. 

SUMMARY DESCRIPTION 

Under direction, oversees and coordinates home rehabilitation program activities including providing 

loans to eligible homeowners for home repairs and improvements within the Environmental Services 

department; implements program goals and objectives; and performs a variety of administrative, 

professional and technical tasks in support of assigned area of responsibility. 

REPRESENTATIVE DUTIES 
The following duties are typical for this classification. Incumbents may not perform all of the listed duties and/or 

may be required to perform additional or different duties from those set forth below to address business needs and 

changing business practices. 

1. Oversee and coordinate home rehabilitation activities including providing loans to eligible 

homeowners for home repairs and improvements; organize, schedule and implement home 

rehabilitation activities and other related programs. 

2. Recommend and assist in the implementation of goals and objectives; establish schedules and 

methods for providing home rehabilitation services; implement policies and procedures. 

3. Monitor program performance; recommend and implement modifications to systems and 

procedures. 

4. Determine scope of rehabilitation work to be completed on homes; conduct physical inspections; 

prepare work documentation and estimate rehabilitation costs; assess local residential property 

values before and after rehabilitation work. 

5. Interview prospective clients; determine client eligibility for home rehabilitation program; 

prepare all loan documents for homeowner signature and for submission to City Manager and 

County recorder. 

6. Provide applicant assistance in completing loan application forms; assist applicants with bidding 

process including obtaining bids from contractors; evaluate bids. 

7. Instruct applicants about property maintenance, health and safety issues, building code violations, 

construction methodology and energy saving practices.  

8. Develop an extensive network of construction trade resources to provide current information on 

material and labor cost. 

9. Ensure that the selected contractor adheres to applicable codes, laws, ordinances and 

requirements; assist loan recipients and contractors in the resolution of disagreements.  

10. Promote and coordinate specific activities within the home rehabilitation program; prepare 

program marketing material including news releases, flyers, pamphlets and brochures; conduct 

outreach activities and make presentations to promote the program.  
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11. Maintain records and develop reports concerning new or ongoing projects and program 

effectiveness; maintain and file staff and progress reports; prepare statistical reports as required. 

12. Monitor and inspect construction work progress on home rehabilitation repairs; conduct physical 

inspections; interact with code enforcement, building and safety and other departments to resolve 

issues. 

13. Monitor applicable records and files pertaining to affordable apartment complexes. 

14. Participate in the preparation and administration of assigned budget; submit budget 

recommendations; monitor expenditures. 

15. Stay apprised of government guidelines and changes to laws, rules, and regulations; monitor 

program compliance related to provision of home rehabilitation and related services. 

16. Maintain awareness of new developments in the field of home rehabilitation and residential 

hazardous material concerns; incorporate new developments as appropriate into programs. 

17. Perform related duties as required. 

QUALIFICATIONS 
The following generally describes the knowledge and ability required to enter the job and/or be learned within a 

short period of time in order to successfully perform the assigned duties. 

Knowledge of: 

Basic operations, services and activities of a home rehabilitation program. 

Principles and practices of home rehabilitation program development and implementation. 

Principles and procedures of construction cost estimating. 

Basic procedures, methods and techniques of budget preparation and control. 

Principles and practices of loan application processes. 

Modern building construction practices, methods and materials. 

Recent developments, current literature and information related to housing rehabilitation.  

Marketing theories, principles and practices and their application to housing rehabilitation. 

Modern office equipment including computers. 

Pertinent federal, state and local laws, codes and safety regulations. 

Ability to: 

Coordinate and direct housing rehabilitation programs. 

Recommend and implement goals and objectives of home rehabilitation program. 

Elicit community and organizational support for home rehabilitation programs. 

Interpret and explain City policies and procedures. 

Prepare and administer municipal program budgets. 

Allocate limited resources in a cost effective manner. 

Perform public presentations related to home rehabilitation programs. 

Explain construction processes and practices to home rehabilitation loan recipients. 

Estimate home rehabilitation construction and repair costs. 

Monitor construction and perform site inspections. 

Ensure adherence to applicable laws, codes and regulations. 

Identify hazardous materials and develop remediation procedures. 

Operate office equipment including computers and supporting software applications. 

Respond effectively to difficult and sensitive public inquiries. 

Provide high quality customer service. 

Communicate clearly and concisely, both orally and in writing. 

Establish and maintain effective working relationships with those contacted in the course of work. 
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Education and Experience Guidelines - Any combination of education and experience that would likely 

provide the required knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities 

would be: 

Education/Training: 

Equivalent to a Bachelor’s degree in public administration, business administration, finance, 

urban planning or a related field. 

Experience: 

Three years of increasingly responsible finance experience including two years of building 

construction or other housing development program experience. 

License or Certificate: 

Possession of, or ability to obtain, an appropriate, valid driver’s license. 

Possession of, or ability to obtain, a lead based paint project monitor certificate within one year of 

employment. 

PHYSICAL DEMANDS AND WORKING ENVIRONMENT 
The conditions herein are representative of those that must be met by an employee to successfully perform the 

essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to 

perform the essential job functions. 

Environment: Office and field environment; exposure to heat, cold, potentially hazardous materials, 

inclement weather conditions; work around construction projects. 

Physical: Sufficient physical ability to work in an office setting and operate office equipment; 

mobility to inspect construction work in progress. 

Vision: See in the normal visual range with or without correction; vision sufficient to read computer 

screens and printed documents. 

Hearing: Hear in the normal audio range with or without correction. 
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