Job Announcement:

Community Housing Development Corporation

	Contra Costa – Moving Assets Toward Community Hands 

(CC-MATCH) Program Coordinator


CC-MATCH is a program of Community Housing Development Corporation (CHDC) and is a matched savings program for low income individuals looking to access their first high return asset such as a home, post secondary education, or establishing a small business.  Participants make regular savings contributions to their Individual Development Account (IDA) savings account.  CC-MATCH can match the participant contributions often three to one, up to a pre- determined maximum.  CC-MATCH works in partnership with the Mechanics Bank and other agencies to provide supportive asset building resources for low-income Contra Costa County residents to ensure that they reach their asset building goals.
 Position Summary
	As the primary staff person, the CCMATCH Program Coordinator reports directly to the Program Director and is responsible for CC-MATCH program development and implementation. The Coordinator provides financial education (including credit counseling), one-on-one financial counseling and coaching and coordinates resources for participants in CC-MATCH.  Work is conducted primarily from CHDC’s Richmond office with one day per week in our Bay Point location.  This is currently a part time (24 hours per week) position that may develop into full time.  Salary is $41k FTE plus very good benefits.
DUTIES INCLUDE BUT ARE NOT LIMITED TO:

1. Developing and implementing training programs that support awareness of asset building, financial management and establishing effective savings plans.

2. Develop marketing materials for all CC-MATCH programs.

3. Recruit and attract participants to attend training events.
4. Work collaboratively with other agencies serving the same populations.
5. Support program participants by creating customized plans and conducting financial coaching activities.

6. Conduct fundraising activities for both matched savings and program costs.

7. Work directly with financial institution partner to ensure successful program implementation
8. Conduct ongoing evaluations of the training and matched savings program in order to provide an overview of program impact.

9. Data entry and analysis and reporting activities
10. Participant tracking and matched funds monitoring
11. Identify and solicit opportunities to expand program activities which support CHDC’s mission.

12. Other duties as assigned by the Program Director



Required Knowledge, Skills & Abilities:
	· Must be detail oriented.

· Strong written and verbal communication as well as analytical and problem solving skills;

· Demonstrated experience and skills in housing counseling/financial coaching and/or credit counseling;

	· Demonstrated loan underwriting and/or processing experience, a plus;
· Understanding of fund development including grant seeking and grant writing;

	· Understanding of low-income and multi-cultural communities;

	· Proficiency in computer programs including: word processing, client information systems, spreadsheets and databases;
· Demonstrated experience in homeownership, micro-enterprise counseling, IDA’s or asset building 
· Fluency in Spanish language 

	


Please send your resume and cover letter to: mbenjamin@chdcnr.com


