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HOUSING STABILIZATION COORDINATOR 
 

The Housing Stabilization Program Coordinator is a 32-hour position through June 2022, with 
continuation based on grant funding. The salary is $40k with full health and dental benefits. This 
is a non-exempt position and reports to the Program Director.  
 

PLEASE NOTE: Due to COVID-19, our offices are closed therefore staff are working remotely. 
While you are able to perform the position remotely during the pandemic, we hope to reopen our 
doors and are looking for someone who will be able to work from our San Francisco office. 
 

FULL JOB DESCRIPTION 
 

 Support planning and coordination of the Housing Stabilization programs and all their 
activities. Act as the point person for the adult and transitional age youth housing program to 
ensure that the participants and case managers are being linked with Community Boards 
service providers. 
 

 Manage and coordinate the training schedule for Housing Stabilization programs.  
 

 Provide workshops and trainings with Program Director. 
 

 Check intake line and emails daily and lead intake, case development, and mediation 
sessions for clients. 
 

 Work with shared housing program partner organizations and lead needs assessment, 
provide recommendations for procedures, support, and direct services. 
 

 Maintain records and date for reports.  
 

 Attend meetings and provide on-going orientations to new clients and service providers. 
 

 Oversee the Community Board’s coaches and volunteers who support the housing programs. 
 

 Support growth and development of the Housing Stabilization programs and help innovate 
with new initiatives. 
 

 Provide support for future recommendations and grant applications. 
 

 Take Conflict Coaching 101, the Basics of Mediation, and other Community Boards' trainings. 
 

 Able to travel through the Bay Area (Alameda county, SF, Oakland, Vallejo) to meet clients. 
 

 Represent Community Boards’ programs at conferences and stakeholder meetings. 
 

REQUIRED AND PREFERRED QUALIFICATIONS 
 

 Bachelor's degree. (preferred) 
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 Alternative dispute resolution experience: 1 year (preferred) 
 

 Strong verbal and written communication skills with a warm and friendly demeanor 
(required) 
 

 Comfortable working with diverse participants and service providers via telephone, email, 
and zoom and helping them through stressful situations. (required) 
 

 Ability to stay impartial while working with multiple stakeholders in conflict, such as 
landlords and tenants. (required) 
 

 Ability to maintain strict confidentiality of client information. (required) 
 

 Ability to work efficiently both remotely and in-person, independently completing assigned 
tasks in a timely manner. (required) 
 

 Working knowledge of computers, Zoom, Microsoft Office 365, excel. (required) 
 

 Experience with or willingness to learn Salesforce or similar CRM database. (preferred) 
 

 Experience working in conflict resolution, positive coaching, and homeless services. 
(preferred) 
 

 A team player: excellent interpersonal communication skills and enjoy working with other 
people on program services. (required) 
 

BENEFITS 
 

 Full health insurance (vision and dental included) or cash in lieu option. 
 

 Paid time, including the last week of the year 
 

SCHEDULE 
 

 32 hrs/week 
 

 Monday to Friday, with some weekends for training 
 

 Flexible schedule 
 


