Our Mission: IHCDA helps build strong communities by providing financial resources and assistance to qualified partners throughout the State of Indiana in their development efforts.  A primary focus of IHCDA is providing a continuum of housing from homelessness to homeownership, with a focus on low to moderate income Hoosiers.
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Job Expectations

	Title


	Hardest Hit Fund Field Manager
	Exempt

	Reports to


	IFPN/HHF Manager
	Date last revised: 
10/29/2010

	Supervises


	N/A

	Anticipated Salary Range
	Commensurate with education and related experience, the anticipated salary ranges up to $58,500.

	Summary


	The HHF Field Manager contributes to fulfilling the IHCDA mission and meeting strategic and annual IHCDA operational and program goals by providing technical assistance and oversight to local administrators who deliver services to clients via Indiana’s Hardest Hit Fund (HHF) Program.  A good understanding of the EESA guidelines as outlined by the U.S. Department of Treasury as well as an understanding of the guidelines under the Making Home Affordable Program and other government and GSE-related foreclosure prevention initiatives will be required.  

	Evaluation of performance
	Performance will be evaluated based on achieving key outcomes described in this job description, including specific goals, deadlines, and other quality indicators; working effectively in a team environment; interacting positively with partners and demonstrating customer service; and working efficiently and effectively within required specifications, policies, and standards established by IHCDA and its associated governing entities.

	Key outcomes expected
	Assist the HHF/IFPN Manager and the rest of the HHF staff in the overall planning, development, and administration of the HHF program.  
Must gain intimate knowledge of the foreclosure process and guidelines/requirements of lenders via the Making Home Affordable (MHA) programs and how those guidelines interact with HHF requirements.  Must also be able to understand and account for individual Servicer Participation Agreements (SPA’s) when underwriting HHF applications.  Must also be familiar with foreclosure/default/loss-mitigation counseling and the delivery of said services.

Review and/or revise programs in area of responsibility to ensure compliance of operations with laws, regulations, policies, plans, and procedures.

Assist in preparing annual revisions to all applicable guides and documents for IHCDA’s HHF program. 
Initiate or participate in the development, implementation, or interpretation of new or revised programs as directed.

Work with the IFPN/HHF Manager and the rest of HHF staff to identify underwriting, construction oversight and program strategies that adhere to all EESA guidelines and requirements.

Contribute to evaluation and recommendation of HHF applications for funding.

Will assist local counseling agencies who administer HHF program funds on behalf of IHCDA in setting up processes and plans for efficient and proper administration of said funds. 

Will work with partner organizations, such as the Indiana Department of Workforce Development, in the coordination and delivery of HHF to approved borrowers. 

Will design and implement the Volunteer Service component of the HHF program in Indiana.  

Maintain appropriate files and documentation as necessary or required.

Provide assistance to employees, partners, state agencies, and departments in a friendly and efficient manner.

Maintain and protect confidential information.

Maintain a professional appearance and demeanor.

Maintain a professional relationship with all employees by ensuring a sense of mutual trust, concern, respect, and teamwork.

Comply with all policies of IHCDA
Other duties as assigned by the IFPN/HHF Manager



	Critical skills, knowledge, and behaviors
	Demonstrates effective verbal and written communication skills.

Able to effectively communicate with a variety of individuals with diverse backgrounds, education, and economic levels.

Demonstrates strong presentation skills.  Can facilitate both large and small group presentations.

Demonstrates customer service orientation.

Able to think logically and analytically.

Proactive in anticipating and alerting others to problems with projects or processes.

High detail orientation and accuracy.

Takes initiative and needs little supervision.

Able to prioritize, organize tasks and time, and follow up.

Performs responsibilities efficiently and timely.

Able to juggle multiple requests and meet multiple deadlines.

Able to work well in a team environment and as part of a team.

Proficient in basic computer skills, i.e. Microsoft Word, Excel, Internet usage (e-mail).



	Education, experience, degrees, licenses
	Bachelors Degree Required.  
3+ years relevant job experience in real estate, finance, housing counseling or banking
Manager will be expected to maintain an office at IHCDA headquarters in Indianapolis



	Work environment and physical demands
	Work is performed in an office environment.

Must be able to work proficiently with computers and other office equipment.




