Newcap, Inc.

1201 Main Street

Oconto, WI  54153
JOB DESCRIPTION

JOB TITLE:



Budget Counselor/Financial Capabilities Coach
SUPERVISOR:


Asset Development Manager
CLASSIFICATION:


Non-Exempt- Full-Time
WORKSITE:



Oconto, Green Bay, Marinette
JOB PURPOSE: 

Provide credit management counseling and in-depth budget counseling to clients.  Perform outreach efforts to raise visibility, and garner financial support for program.  
AGENCY EXPECTATIONS:
1. Adhere to agency policy and procedures.

2. Perform duties as workload necessitates.

3. Maintain a positive and respectful attitude.

4. Communicate regularly with supervisor.

5. Demonstrate flexible and efficient time management and ability to prioritize workload.

6. Consistently report to work on time prepared to perform duties of position.

7. Meet productivity standards.

8.      Ambassador for Newcap, Inc., along with all employees, and responsible for    marketing/promoting the organization and its programs both internally and   externally.  

ESSENTIAL DUTIES AND RESPONSIBILITIES:
1. Provide budget counseling and credit/debt management counseling to clients.

2. Assess client’s overall financial picture and determine an action plan to gain control of finances, manage debt, and meet necessary goals. 

3. Advocate for clients and assist with mortgage modification and foreclosure intervention.

4. Provide housing pre-purchasing counseling.

5. Maintain knowledge of credit/debt management procedures and options, as well as budget counseling techniques, foreclosure intervention practices, loan modification and refinancing options, and medical and insurance debt procedures.

6. Perform word processing, copying, data collection, report preparation, and other clerical assignments.  

7. Travel based on client need.

8. Maintain relationships and network with other community-based service providers.

9. Assist in researching and applying for grants.

10. Maintain knowledge of all NEWCAP programs and related community programs and services. 

11. Create relationships with community realtors to familiarize them with Newcap programs.

12. Create relationships with community banks to garner support for Newcap programs.

13. Must be knowledgeable in HCRI (Housing Cost Reduction Initiative) application.

14. Collaborates with peer organizations, local school districts and colleges, in presenting educational seminars.

15. Develops outreach programs and strategies to bring awareness to the communities Newcap serves in an effort to expand services.

PERSONAL AND BEHAVORIAL REQUIREMENTS:
· Reliable, dependable, prompt, organized, and work well with minimal supervision.

· Pleasant, professional, and courteous demeanor.

· Follow standard office procedures.

· Sensitive to people’s needs.

· Maintain complete confidentiality in all NEWCAP business-related matters.

· Show respect and treat all people with dignity.

· Flexible and able to adapt to different situations.

· Multitask effectively.

EDUCATION AND EXPERIENCE REQUIREMENTS:
· Post-secondary education in finance, customer service, loss mitigation, etc.
· Effectively communicate verbally and in writing.

· Complete HUD Homebuyer and Foreclosure Certification within one year of hire.
· Proficient with Microsoft Office programs and the overall use of computers and general office equipment.

· Valid driver’s license, dependable vehicle with proof of auto insurance.
PHYSICAL REQUIREMENTS:

The physical demands described here 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 functions.

This is largely a sedentary role; however, some filing is required. This would require the ability to lift files, open filing cabinets and bend or stand as necessary. 

WORK ENVIRONMENT: 

Work environment characteristics described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  

This job operates in a professional office environment. This role routinely uses standard office equipment such as computers, phones, photocopiers, filing cabinets and fax machines.

OTHER DUTIES:
Please note: this job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required of the employee for this job.  Duties, responsibilities and activities may change at any time with or without notice.
Newcap, Inc.  is an Equal Opportunity Employer.
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