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ACRHA -Albany County Rural Housing Alliance, Inc.

P. O. Box 407, 24 Martin Road, Voorheesville, New York 12186

518.765.2425 (phone)
518. 765.9014 (fax)

www.ACRHA.org

Main Office

__________________________________________________________

       Cohoes Housing Counseling Office



Ravena Housing Counseling Office
 

       PO Box 83, 10 Cayuga Plaza
                         


PO Box 58, Faith Plaza, Route 9W



      Cohoes, New York 12047




Ravena, New York 12143



      518.235.3002 phone & fax 




518.756.3656 phone and fax


      518-235-3920 alternate phone 
The Albany County Rural Housing Alliance, Inc. is a private, not-for-profit, HUD certified Housing Counseling and Community Development agency.  ACRHA’s service area is Albany County and surrounding areas.  All services are free of charge.  Although ACRHA targets rural low-moderate to very low-income families, anyone (from any income level or geographic area) is welcome to take advantage of the counseling and education programs offered.  Currently, ACRHA administers approximately ten (10) programs to help meet the housing needs in our community and receives funding from both public and private sources.

Foreclosure Triage and Intake Packager

Part-time, 20-hour workweek.  Flexible schedule and/or hours.  Evenings as needed.
18-month grant funded position in Voorheesville office.

Required Skills


· Ability to work autonomously

· Thorough knowledge of Microsoft Word and Excel (Comfortable with computer work.)

· Excellent verbal communication skills, superior telephone and interpersonal skills to assist and support  homeowners in foreclosure
· Mature adult to handle emotional situations.   

· Detail oriented, ability to analyze information, and maintain confidentiality.  

Qualifications

High school diploma or equivalent.

Preference will be given to those that have prior experience  in lending, housing, or foreclosure.  
Responsibilities (include but are not limited to)

· Field all foreclosure calls coming into the agency.

· Determine the level of housing couseling service needed.

· Refer to the appropriate agency or service or provide information needed.

· Gather and coordinate intake packages for clients approved for ACRHA services.  (MAY infrequently require some travel and home visits.)
· Review the documents for accuracy and ensure compliance with grant guidelines.

· Follow up with clients as needed to obtain all documents to complete files.

· Enter files into the HCO online database.

· Assist and support marketing, outreach, mass mailing, class preparation, general clerical office duties, and other projects as they evolve.

Salary and Benefits

Salary $14,000 for the first 12 months and $7,000 for the remaining 6 months.  No benefits are associated with this part time position.
Forward resume by July 19th to Stephanie Galvin at sgalvin@acrha.org or fax 518-235-3002.[image: image1.png]



