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Norton Housing Authority
Employment Opportunity

Resident Services Coordinator (Part-Time – 21 Hours per Week)
Position Title: Resident Services Coordinator
Department: Administration
Reports To: Executive Director
Status: Part-Time (21 hours per week)

Position Summary
The Norton Housing Authority (NHA) is seeking an energetic, compassionate, and organized Resident Services Coordinator (RSC) to develop, coordinate, and implement programs that enhance the quality of life for residents.
This position is funded through the Executive Office of Housing and Livable Communities (EOHLC) Resident Services Program and focuses on promoting resident independence, housing stability, health and wellness, digital inclusion, education, and community engagement.
The Resident Services Coordinator serves as the liaison between residents, community organizations, service providers, and NHA staff to ensure residents have access to the resources and supportive services needed to remain safely and successfully housed.

Essential Duties and Responsibilities
· Assess resident needs through interviews, surveys, home visits (when appropriate), and community outreach.
· Develop and coordinate educational, recreational, health, wellness, and social programs for residents.
· Coordinate digital literacy initiatives, including computer classes, technology training, and laptop loan programs.
· Assist residents in accessing community resources, including:
· Healthcare and behavioral health services
· Transportation
· Food assistance
· Fuel assistance
· Veteran services
· Disability resources
· Financial counseling
· Employment and educational opportunities
· Build partnerships with local agencies, nonprofit organizations, healthcare providers, senior service agencies, schools, and volunteer organizations.
· Organize resident events that reduce social isolation and encourage community participation.
· Promote independent living through educational workshops and supportive programming.
· Prepare newsletters, flyers, community announcements, and outreach materials.
· Maintain confidential resident records and service documentation in accordance with applicable privacy laws.
· Collect program data and prepare reports required by EOHLC and other funding agencies.
· Assist with grant implementation, program evaluation, and performance reporting.
· Work collaboratively with NHA management, maintenance staff, and housing staff to identify residents who may benefit from supportive services.
· Respond to resident concerns and provide referrals to appropriate community agencies.
· Attend professional meetings, trainings, conferences, and workshops related to resident services.
· Perform other duties as assigned.

Minimum Qualifications
· Associate degree in Social Work, Human Services, Counseling, Psychology, Education, or a closely related field.
· Three (3) to five (5) years of experience providing supportive services, case management, or coordinating educational, recreational, social, or self-sufficiency programs for seniors, families, or individuals with disabilities.
· An equivalent combination of education and experience may be considered.

Preferred Qualifications
· Knowledge of affordable housing programs and EOHLC regulations.
· Experience administering grant-funded programs and preparing required reports.
· Knowledge of community resources throughout Bristol County and surrounding communities.
· Excellent communication, organizational, and interpersonal skills.
· Ability to work effectively with individuals from diverse socioeconomic and cultural backgrounds.
· Bilingual language skills are desirable.
· Valid driver's license and reliable transportation.
· Ability to successfully complete all required background screenings.

Physical Requirements
· Ability to travel between NHA properties and community partner locations.
· Ability to occasionally lift up to 25 pounds for program supplies and event materials.
· Ability to conduct meetings, presentations, workshops, and community activities.

Compensation & Benefits
· Part-Time Position: 21 hours per week
· Hourly Rate: Competitive hourly wage based on qualifications and experience. Compensation will be discussed during the interview process.
· Benefits: Benefits are available in accordance with the Norton Housing Authority Personnel Policies and eligibility requirements.







How to Apply

Interested applicants should submit a cover letter and resume to:
Missie Williams
Executive Director
Norton Housing Authority
120 West Main Street
Norton, MA 02766
Email: missie@nortonhousing.org

Subject Line: Resident Services Coordinator Application

Applications will be accepted until the position is filled.
All candidates are subject to a comprehensive pre-employment background screening, including but not limited to criminal history, education verification, employment verification, and other applicable background checks.

The Norton Housing Authority is an Equal Opportunity Employer and encourages qualified individuals of all backgrounds to apply.
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